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How  to  Use  This  Book 


Who  This  Book  Is  For 

This  book  is  for  the  reader  who  has  never  used  this 
particular  technology  or  software  application.  It  is  also 
for  readers  who  want  to  expand  their  knowledge. 

The  Conventions  in  This  Book 

Q  Steps 

This  book  uses  a  step-by-step  format  to  guide  you 
easily  through  each  task.  Numbered  steps  are  actions 
you  must  do;  bulleted  steps  clarify  a  point,  step,  or 
optional  feature;  and  indented  steps  give  you  the 
result. 

Q  Notes 

Notes  give  additional  information  —  special  conditions 
that  may  occur  during  an  operation,  a  situation  that 
you  want  to  avoid,  or  a  cross  reference  to  a  related 
area  of  the  book. 


Q  Icons  and  Buttons 

Icons  and  buttons  show  you  exactly  what  you  need  to 
click  to  perform  a  step. 

Q  Simplify  It 

Simplify  It  sections  offer  additional  information, 
including  warnings  and  shortcuts. 

Q  Bold 

Bold  type  shows  command  names,  options,  and  text 
or  numbers  you  must  type. 

Q  Italics 

Italic  type  introduces  and  defines  a  new  term. 
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Create  a  Data 
CD  or  DVD 


You  can  create  data  CD  or  DVD  that  contains 
r.ioc  Ky  spying  burning  —  files  to  the 
disc.  You  can  use  any  type  of  optical  media  and 
create  optical  discs  that  you  can  use  on  any 
computer  that  uses  Windows  XP  or  later.  You 
can  add,  delete,  or  rename  files  on  these  discs 
as  described  in  this  chapter. 


Data  CDs  and  DVDs  are  very  useful  for  storing 
files  you  do  not  use  regularly  or  need  to 
transport.  For  example,  you  might  place  photos 
on  a  data  CD  or  DVD  and  then  take  them  to  a 
drug  store  where  you  can  print  them.  To  create 
a  music  disc,  see  Chapter  8. 


Create  a  Data  CD  or  DVD  _ 

0  Insert  a  blank  disc  into  your  optical  drive. 

The  AutoPlay  dialog  box  appears. 

0  Click  Bum  files  to  disc. 


The  Burn  a  Disc  window  appears. 

0  Type  a  name  for  the  disc  here;  the  name 
can  describe  what  you  put  on  the  disc. 

0  r.luik  Like  a  USB.  flath  ririfr»  (  changes 
to 

0  Click  Next. 

Windows  7  formats  the  disc  and  then 
displays  the  AutoPlay  window. 
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0  Click  Open  folder  to  view  files. 


Managing  Files  and  Folders 


5 


Windows  Explorer  opens, 
displaying  your  optical  disc 
drive  in  the  Navigation  pane. 

0  Open  the  folder  that  contains 
the  file  that  you  want  to  burn 
to  disc. 

0  Select  the  files. 

Note:  Select  multiple  files  as 
described  in  the  section  “ Select 
Files.  ’ 

0  Click  Bum.  - - 


Windows  7  burns  the  files  to 
your  optical  drive  and  selects 
the  drive  in  the  Navigation 
pane. 

0  Click  Close  session. 

•  Windows  7  displays  this 
message  as  it  makes  the  disc 
usable  on  other  computers  and 
then  ejects  the  disc. 


T  Does  it  matter  whether  I  use  a  CD  or 
DVD? 

j  No,  and  it  also  does  not  matter  whether 
,  you  use  rewritable  discs.  Windows  7 
!  creates  a  reusable  disc  when  it  bums  files. 
{  A  typical  DVD  holds  4.7GB  whereas  a  CD 
)  holds  650MB. 


When  should  I  choose  the  "With  a  CD/ 
DVD  player"  option? 

Use  this  option  if  you  anticipate  needing 
to  use  the  disc  on  a  computer  using  a 
Windows  operating  system  older  than 
Windows  XP  or  on  a  computer  that  uses 
a  different  operating  system.  You  cannot 
add,  rename,  or  delete  files  stored  on  this 
type  of  disc. 
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Getting  Familiar 
with  Computer 
Basics 


In  this  chapter,  you 
read  about  the  benefits 
computers  provide  and 
the  ways  in  which  you 
can  use  a  computer. 

This  chapter  describes 
the  different  types  of 
computers  available  in 
the  marketplace,  and  you 
take  a  tour  of  a  typical 
personal  computer.  You 
learn  about  computer 
hardware  and  computer 
software  and  the 

difference  between  them  along  with  the  devices  you  can  use  to  provide  data  to 
your  computer  —  called  input  devices  —  and  the  devices  you  can  use  to  get  data 
from  your  computer  —  called  output  devices.  You  also  learn  about  the  software 
and  hardware  brains  of  your  system,  memory,  and  storage. 
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Discover  the 
Computer 


A  computer  is  a  device  that  you  can  use  to 
store  and  display  text,  numbers,  images,  and 
sounds,  and  automate  many  functions  in  your 
daily  life.  Calculators  —  calculating  machines  — 
were  the  first  electronic  computing  devices.  In 
the  1 940s,  the  first  computers,  which  filled 
rooms,  added  the  elements  of  conditional 
response  and  larger  memory,  enabling  us  to 


move  beyond  numeric  computation  to 
automate  processes,  electronic  communications, 
equipment  control,  entertainment,  education, 
and  more.  Over  time,  computers  have  evolved 
to  meet  our  needs,  each  generation  becoming 
smaller  and  simultaneously  more  sophisticated 
and  powerful  than  its  predecessor. 


Computer 

A  computer  is  an  electronic  device  designed  to  work  with  information.  The 
computer  takes  information  in,  processes  that  information,  and  then  displays  the 
results.  The  first  computers,  developed  in  the  1940s,  filled  rooms  and  were  used 
primarily  in  military  applications.  Although  computers  are  similar  to  calculators, 
even  the  smallest  computer  is  more  versatile  than  the  most  powerful  calculator 
because  a  computer  can  do  more  than  mathematical  calculations.  For  example, 
your  computer  can  take  raw  sales  figures  and  create  a  chart. 


The  Evolution  of  the  Computer 

The  first  computers  were  large  devices,  made  up  of  millions  of  vacuum  tubes. 
With  the  invention  of  the  transistor  in  1947  and  the  integrated  circuit  in  1959, 
and  the  development  of  the  silicon  chip  composed  of  thousands  of  integrated 
circuits  in  the  1970s,  computers  began  to  decrease  in  size.  As  companies 
became  efficient  at  producing  computer  parts,  costs  began  to  drop,  making 
mainframe  computers  affordable  for  large  corporations.  The  first  computers 
small  enough  to  sit  on  a  desk  appeared  in  the  1970s,  became  affordable  in  the 
1980s,  and  continue  even  today  to  drop  in  both  price  and  size. 


Personal  Computer 

A  personal  computer  is  a  small,  relatively  inexpensive  computer  designed  for 
use  by  one  person  at  a  time,  and  enables  you  to  perform  tasks  such  as  creating 
documents,  communicating  with  other  people,  and  playing  games.  The 
abbreviation  PC  is  most  often  used  to  refer  to  computers  that  run  the  Microsoft 
Windows  operating  system,  as  well  as  to  differentiate  them  from  Macintosh 
computers. 
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CHAPTER 

Benefits  of  Using  | 

a  Computer 


A  computer  is  a  powerful  and  useful  tool 
because  it  gives  you  a  number  of  benefits.  For 
example,  using  a  computer,  you  can  quickly 
perform  a  job  that,  without  a  computer,  would 
take  many  hours  of  work.  Today's  computer- 
related  tools  —  both  hardware  and  software  — 
help  you  produce  work  that  looks  professional 


without  the  cost  of  hiring  a  professional. 
Finally,  using  a  computer  enables  you  to  grow 
as  a  person;  you  can  learn  new  skills  that  are 
an  integral  part  of  today's  technological  world 
and,  if  appropriate,  make  yourself  more 
marketable  in  the  workplace. 


Speed 

Computers  allow  you  to  perform  many  everyday  tasks  more  quickly  because  a 
computer  operates  at  amazingly  fast  speeds,  typically  processing  approximately  1  50 
billion  operations  in  1  5  seconds.  For  example,  if  you  manually  compose  a  newsletter, 
it  may  take  you  a  week,  whereas  using  a  computer,  it  may  take  just  an  afternoon.  Or, 
if  you  mail  a  letter  to  a  friend,  he  or  she  may  receive  it  in  a  few  days.  However,  if  you 
send  an  e-mail,  your  friend  receives  it  in  a  few  minutes. 


Quality 

The  tools  that  come  with  a  computer  enable  you  to  create  high-quality 
documents  that  include  drawings  and  photos,  even  if  you  are  not  a  typesetter, 
artist,  or  an  accomplished  photographer.  With  just  a  few  simple  techniques, 
you  can  create  documents  that  look  professional  or  are  exactly  suited  to  your 
present  task. 


New  Skills 

Because  we  live  in  a  computer  age,  you  often  require  basic  computer  skills  to 
accomplish  many  daily  tasks.  Typing  on  a  keyboard,  using  a  mouse,  and  other 
basic  computer  skills  are  useful  in  many  different  situations  and  are  often 
required  by  employers. 


What  You  Can  Do 
with  a  Computer 


Most  electronic  devices  —  calculators,  DVD 
players,  camcorders,  personal  stereos,  and  so 
on  —  do  only  one  thing.  However,  because 
computers  are  versatile  by  design,  they  enable 
you  to  do  many  things.  For  example,  you  can 
use  a  computer  to  listen  to  music,  watch 
movies,  create  flyers,  research  your  family 
history,  educate  your  children,  and  play  games. 


Computers,  unlike  other  electronic  devices,  can 
respond  to  information  you  provide,  therefore 
producing  results  that  depend  on  the 
information  you  make  available.  Some  people 
believe  that  computers  simulate  a  form  of 
intelligence  because  they  respond  to 
information  as  if  it  were  a  stimulus. 


Create  Documents 

You  can  use  your  computer  to  create  letters,  resumes,  memos,  reports, 
newsletters,  brochures,  business  cards,  menus,  flyers,  invitations,  and 
certificates.  Anything  that  you  use  to  communicate  on  paper,  you  can 
create  using  your  computer. 


Monitor  Your  Finances 

You  can  use  your  computer  to  perform  basic 
financial  management.  For  example,  you  can 
create  a  budget,  record  expenses,  balance  your 
checkbook,  calculate  your  taxes,  and  monitor 
your  mortgage.  If  you  run  a  small  business,  you 
can  allocate  income  and  expenses,  create 
financial  reports,  and  calculate  your  profit 
and  loss. 


Home  Budget 


Entertainment 

5% 


■  Utilities 

■  Entertainment 

■  Home 

■  Food 

■  Clothing 

■  Car 


Perform  Research 

You  can  use  your  computer  and  the  Internet  to  research  almost  any  topic 
that  you  can  think  of.  For  example,  you  can  learn  more  about  a  vacation 
destination,  trace  your  family  history,  access  back  issues  of  newspapers  and 
magazines,  and  compare  products  before  you  buy  them. 
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Work  with  Numbers 
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You  can  use  a  spreadsheet  program  to  work  with  numbers  on  your 
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computer.  For  example,  you  can  create  a  mortgage  amortization 

schedule,  calculate  how  much  money  you  need  to  save  for  retirement, 
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monitor  an  investment  portfolio,  and  create  a  business  plan. 
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Store  Data 

You  can  use  your  computer,  and  the  appropriate  software,  to  store  and  work 
with  large  amounts  of  data.  You  can  track  personal  items  such  as  pictures, 
music,  recipes,  contact  information  for  friends  and  relatives,  and  hobbies.  For 
business,  you  can  track  contact  information  for  clients  and  potential  clients, 
product  inventory,  orders,  and  bills. 


Schedule  Your  Time 

You  can  use  your  computer  as  an  electronic  day-timer  where 
you  track  the  things  you  need  to  do  —  your  "to-do  list"  — 
and  store  upcoming  activities,  birthdays,  anniversaries, 
events,  meetings,  and  appointments.  You  can  also  set  up 
some  scheduling  programs  to  remind  you  of  approaching 
events  so  that  you  do  not  forget  them. 


Teach  Your  Children 

You  can  use  your  computer  to  help  educate  your  children.  There  are  many 
programs  available  designed  to  assist  children  with  a  plethora  of  topics.  For 
example,  you  can  find  programs  that  help  children  learn  to  read;  study  math, 
history,  geography,  and  science;  solve  problems;  learn  to  draw;  and  enhance 
creativity. 
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What  You  Can  Do  with 

a  Computer  (continued) 


Learn  New  Life  Skills 

You  can  use  your  computer  to  learn  new  life  skills.  Programs 
are  available  that  teach  you  how  to  type,  speak  a  different 
language,  play  chess,  cook,  garden,  design  a  home,  play  a 
musical  instrument,  design  and  make  clothes,  and  do  just 
about  anything  you  can  imagine. 


Make  New  Friends 

Using  your  computer  and  the  Internet,  you  can  enhance 
your  social  life.  You  can  find  support  groups,  clubs  related 
to  your  interests,  and  organizations  that  fill  needs  in  your 
area,  and  many  of  these  groups  have  mailing  lists  you  can 
join.  You  also  can  chat  electronically  with  other  people  by 
typing  messages  to  them  in  Internet  chat  rooms  or  on 
Internet  forums.  You  can  even  join  social  media  sites  like 
Facebook  or  Twitter  or  find  a  date  at  sites  like  eHarmony 
or  Match. 


Keep  in  Touch 

You  can  use  your  computer  to  communicate  with  friends, 
family,  colleagues,  and  clients  that  you  do  not  often  see 
face  to  face.  You  can  send  e-mail  messages  and  instant 
messages,  and  you  can  even  talk  to  another  person  using 
a  microphone  and  your  computer's  speakers.  You  also  can 
subscribe  to  voice  over  Internet  protocol  (VOIP)  providers 
such  as  Vonage  or  Magic  Jack  and  make  telephone  calls, 
both  local  and  long  distance,  using  your  computer's 
Internet  connection. 
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Buy  and  Sell 

You  can  use  your  computer  and  the  Internet  to  buy  and  sell  things.  Many  online 
stores  enable  you  to  purchase  anything,  from  books  to  baby  accessories,  and  have  it 
delivered  to  your  door.  You  can  even  purchase  medications  for  yourself  or  your  pets 
if  you  mail  the  prescription  or  your  doctor  faxes  it.  There  are  also  auction  sites,  such 
as  eBay,  that  enable  you  to  sell  items  that  you  create  or  that  you  no  longer  need. 
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Create  Items 

You  can  use  your  computer  to  bring  out  your  creative  side.  For  example,  you 
can  create  your  own  greeting  cards  or  wedding  invitations,  draw  pictures, 
manipulate  digital  photos,  edit  digital  movies,  record  sounds,  and  compose 
music.  Many  artists  create  prints  on  their  computers. 

Play  Media 

You  can  use  your  computer  to  play  digital  media,  including  music  CDs,  audio 
files,  video  files,  animations,  and  DVDs.  You  also  can  play  movies  that  you 
have  downloaded  from  the  Internet  and  music  you  have  downloaded  from  the 
Internet  or  transferred  from  a  music  CD  to  your  computer. 


Play  Games 

You  can  use  your  computer  to  play  many  different  types  of  games.  You  can  solve  a 
puzzle,  fly  a  plane,  race  a  car,  go  on  an  adventure,  play  football  or  baseball,  battle 
aliens,  plan  a  city,  play  backgammon  or  checkers,  or  deal  poker. 


Types  of 
Computers 


Before  you  select  a  computer,  you  should 
consider  what  purpose  it  will  serve  in  your 
home  or  business.  For  example,  if  you  always 
use  your  computer  in  only  one  location,  a 
desktop  model  might  work  best  for  you.  On 
the  other  hand,  if  you  travel  frequently  and 
need  a  computer  while  you  travel,  consider  a 


mobile  device;  depending  on  your  needs,  you 
might  want  a  notebook,  netbook,  tablet  PC,  or 
handheld  device. 

Many  people  have  more  than  one  computer 
to  fill  different  needs;  for  example,  you  might 
have  a  desktop  where  you  perform  the  bulk 
of  your  work  and  a  mobile  device. 


Tower 

Also  called  a  minitower,  this  type  of  computer  system  is,  by  far,  the  most  common 
type  of  computer.  This  type  of  computer  typically  comes  with  a  separate  computer 
case,  keyboard,  and  mouse,  and  many  vendors  bundle  a  monitor  with  the  system 
or  permit  you  to  buy  the  monitor  separately.  The  computer  case  of  a  tower  system 
is  a  vertical  box  that  you  stand  on  the  floor. 


Desktop 

The  desktop  system  is  still  available  but  not  as  common  as  the  tower  computer. 
The  desktop  system  also  comes  with  a  separate  computer  case,  keyboard,  and 
mouse  and  an  optional  monitor.  In  the  desktop  system,  the  computer  case  lies 
flat  on  the  desk  with  the  monitor  sitting  on  top. 


Notebook 

A  notebook  is  a  computer  that  combines  the  case,  monitor,  keyboard,  and 
mouse  in  one  unit.  It  is  also  called  a  laptop  or  a  portable.  Notebooks  are 
light  —  usually  only  four  to  six  pounds  —  and  so  you  can  easily  take  them 
out  of  your  office  or  home.  Most  notebooks  are  just  as  powerful  as  a 
desktop  system. 
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Netbook 

A  netbook  is  a  scaled-down  version  of  a  notebook 
computer.  The  netbook  is  physically  smaller  and 
typically  weighs  around  two  pounds,  making  it  very 
portable.  It  stores  less  data  than  a  notebook,  making 
it  a  little  less  powerful  than  a  notebook.  Most  people 
who  use  a  netbook  as  a  second  computer  want  only 
to  surf  the  Internet  and  collect  e-mail  when  they 
travel  and  perhaps  take  notes  at  a  meeting. 


Handheld  Device 

A  handheld  device  is  a  very  small  computer  —  usually 
weighing  less  than  a  pound  —  that  gets  its  name 
because  you  can  hold  it  comfortably  in  your  hand  or 
carry  it  in  a  jacket  pocket.  In  the  1990s,  you  could  buy 
a  handheld  device  called  a  personal  digital  assistant 
(PDA);  the  most  popular  one  was  the  Palm  Pilot.  Today, 
the  functions  of  the  PDA  have  been  incorporated  in 
smartphones  like  the  BlackBerry.  Using  these  devices, 
you  can  store  your  schedule,  track  mileage,  surf  the 
Internet,  and  check  e-mail,  among  other  things. 


Server 

A  server  is  a  powerful  computer  that  acts  as  a  central 
resource  for  a  number  of  other  computers  connected 
to  it.  These  other  computers  can  be  PCs  or  stripped- 
down  terminals  that  use  the  server  to  run  programs 
and  store  data  but  cannot  function  on  their  own  like 
PCs  can.  Some  servers  are  mainframes,  which  are 
giant  computers  that  run  large-scale  operations,  such 
as  airline  reservation  systems. 


Tour  the  Personal 
Computer 

Learning  to  use  a  personal  computer  is  much  components  to  operate:  the  computer  case  and 
easier  if  you  know  what  a  typical  computer  its  contents,  the  monitor,  the  keyboard,  and 

looks  like  and  what  each  major  part  does.  The  the  mouse, 
personal  computer  requires  four  major  physical 


Monitor 

The  monitor,  also  called  the 
screen  or  display,  is  a  TV-like 
component  that  the  computer 
uses  to  present  text,  images, 
and  other  information. 


Keyboard 

The  keyboard  is  a  typewriter¬ 
like  device  that  you  use  to 
type  information  and  enter 
instructions  for  the  computer 
to  follow.  To  learn  how  to 
work  the  keyboard,  see 
Chapter  3. 

Mouse 

The  mouse  is  a  hand-operated 
pointing  device  that  you  use 
to  select  and  move  items  on 
the  screen  as  well  as  provide 
instructions  for  the  computer 
to  follow.  To  learn  how  to 
operate  the  mouse,  see 
Chapter  3. 


Computer  Case 

The  computer  case,  also  called  the  system  unit  or  tower,  holds  the 
electronic  chips  and  components  that  make  the  computer  work.  The 
outside  of  the  case  has  an  on/off  switch,  and  you  plug  external 
components  primarily  into  the  rear  of  the  case. 
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Personal  Computer  Accessories 

Most  people  use  personal  computers  with  a  number  of  accessory  components,  also  called  peripherals, 
such  as  a  printer  to  produce  paper  copies  of  information  on  the  computer  or  speakers  to  hear  music  or 
video  sounds. 


Printer 

A  printer  is  a  device  that  you 
use  to  print  a  document 
from  a  computer.  Some 
printers  are  all-in-one 
devices  that  can  also  fax, 
copy,  and  scan  documents. 

Uninterruptible 
Power  Supply 

An  uninterruptible  power 
supply  (UPS)  is  a  device  that 
provides  temporary  power 
to  your  computer  should 
the  electricity  fail.  This 
device  gives  you  a  few 
minutes  to  save  your  work 
and  shut  down  your 
computer  properly. 


Modem 

The  modem  is  the  device  that 
connects  your  computer  to  the 
Internet,  through  telephone 
lines,  TV  cable,  or  satellite.  Some 
modems,  called  internal 
modems,  reside  inside  the 
computer  case,  but  most  are 
external  devices. 


Surge  Protector 

A  surge  protector  is  a  device  that 
protects  your  computer  from 
damage  caused  by  power 
fluctuations  such  as  brownouts. 

Game  Controller 

A  game  controller  is  a  device  that 
you  can  use  to  the  control  the 
action  in  a  computer  game. 


Speakers 

Speakers  are  devices  from  which 
you  hear  the  sound  effects, 
music,  narration,  and  other  audio 
content  that  your  computer 
generates.  You  can  also  use 
headphones  so  that  only  you 
can  hear  the  audio  content. 
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Tour  the  Personal 

Computer  (continued) 


Computer  Case  Front 

The  front  of  the  computer  case  contains  a  number  of  buttons  and  indicator  lights,  and  might  also  contain 
a  number  of  holes  and  slots,  called  ports,  into  which  you  plug  computer  accessory  components.  Most  of 
the  ports  appear  on  the  rear  of  the  computer  case. 


Optical  Drive 

An  optical  drive  is  a  device  that  typically  reads  CDs 
(compact  discs)  and  DVDs,  which  resemble  musical 
CDs.  Most  optical  drives  can  also  store  information 
on  data  CDs  and  DVDs. 

Microphone  Port 

You  can  plug  a  microphone  into  the  microphone 
port  that  you  can  use  to  record  and  save  sound 
files. 

Headphone  Port 

You  can  plug  in  a  set  of  headphones  using  the 
headphone  port.  The  sound  from  your  computers 
will  come  through  the  headphones  instead  of 
through  your  computer's  speakers  and  avoid 
disturbing  others  in  the  room. 

USB  Ports 

You  use  a  Universal  Serial  Bus  (USB)  port  to  plug  in 
a  USB  device  such  as  an  external  hard  drive  or  a 
memory  card  reader.  USB  ports  appear  on  both 
the  front  and  the  back  of  the  computer. 

Power  Switch 

When  the  computer  is  off,  press  the  power  switch 
to  turn  the  computer  on.  Although  you  can  press 
the  power  switch  to  turn  off  your  computer,  you 
should  use  this  method  only  if  your  computer 
freezes.  Instead,  to  turn  off  your  computer,  use 
Windows  techniques;  see  Chapter  3  for  details. 
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Computer  Case  Rear 

The  rear  of  the  computer  case  includes  many  ports. 


Sound  Ports 

You  use  the  sound  ports  to  plug  in  sound  devices, 
such  as  your  speakers  (the  green  port  on  most 
systems)  and  microphone  (the  pink  port).  Some 
systems  have  Line  In  and  Line  Out  ports  to  connect 
the  computer  to  external  audio  equipment. 

Network  Port 

You  use  the  network  port  to  plug  in  a  cable  that 
connects  to  a  network  or  to  a  high-speed  Internet 
modem.  This  is  also  called  an  Ethernet  port. 

USB  Ports 

You  use  a  Universal  Serial  Bus  (USB)  port  to  plug  in 
a  USB  device.  You  use  any  available  USB  port  to 
plug  in  your  keyboard  and  your  mouse.  Many 
computer  peripherals  —  including  printers  and 
memory  card  readers  —  come  in  USB  versions  that 
you  plug  into  any  available  USB  port. 

Monitor  Port 

You  use  the  monitor  port  to  plug  in  the  monitor. 

LPT  Port 

You  use  an  LPT  port  to  plug  a  printer  in  to  your 
computer;  many  older  printers  use  an  LPT  port, 
whereas  newer  printers  use  USB  ports. 

Expansion  Slot 

You  use  an  expansion  slot  to  add  an  internal 
computer  accessory  to  your  computer.  For 
example,  you  can  use  expansion  slots  to  add  a  TV 
Tuner  card  containing  TV  Tuner  Ports  or  to  add  an 
internal  modem  if  you  use  a  dialup  Internet 
connection. 
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Learn  About  Computer 
Hardware  and  Software 


Your  introduction  to  computer  basics  would  not 
be  complete  without  an  explanation  of  two 
commonly  used  terms:  hardware  (or  computer 
hardware )  and  software  (or  computer 
software).  These  generic  terms  are  used  to 
refer  in  a  global  way  to  the  two  major 
categories  of  components  required  to  make  any 
computer  system  functional.  In  the  section 


"Tour  the  Personal  Computer"  you  read  that 
the  personal  computer  requires,  at  a  minimum, 
four  major  physical  components  to  operate:  the 
computer  case  and  its  contents,  the  monitor, 
the  keyboard,  and  the  mouse,  all  of  which  are 
hardware.  In  addition  to  these  four  physical 
components,  any  personal  computer  system 
also  requires  software. 


What  Is  Hardware? 

Computer  hardware  consists  of  the  physical  components  of  your 
computer:  the  parts,  devices,  buttons,  and  ports  that  you  can  touch 
and  physically  manipulate.  Computer  hardware  comes  in  two  basic 
varieties:  internal  and  external.  You  saw  a  detailed  description  of 
both  kinds  of  hardware  in  the  section  "Tour  the  Personal  Computer." 


Internal  Hardware 

Internal  hardware  refers  to  physical  components  that  reside  inside  the 
computer  case.  These  include  the  central  processing  unit  (CPU),  which 
is  the  hardware  brain  of  the  computer,  memory  chips  that  the 
computer  uses  for  temporary  data  storage  while  you  work,  disk  drives 
that  the  computer  uses  for  long-term  storage,  and  circuit  boards  — 
often  called  cards  or  adaptors  —  which  are  thin  plates  on  which  chips 
and  other  electronic  components  are  placed.  These  cards  supply 
many  of  the  ports  on  the  back  of  the  computer  case. 


External  Hardware 

External  hardware  —  also  called  peripherals  —  refers  to  components 
that  connect  to  the  computer  using  ports  on  the  computer  case.  The 
monitor,  keyboard,  and  mouse  are  the  most  common  external 
hardware  devices.  The  printer  and  speakers  are  also  popular 
peripherals.  In  some  cases,  you  need  to  add  a  card  inside  the 
computer  —  an  internal  piece  of  hardware  —  to  make  available  the 
ports  you  need  to  connect  an  external  component.  For  example,  to 
connect  a  Media  Center  PC  to  a  TV,  you  need  to  insert  a  TV  Tuner 
Card  inside  the  computer  to  make  available  the  TV  Tuner  ports. 
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Application  Software 

Application  software  refers  to  the  programs  that 
you  use  to  perform  specific  computer  tasks.  For 
example,  you  can  use  a  spreadsheet  program  to 
manipulate  numbers.  Or,  you  can  use  a  word¬ 
processing  program  to  create  documents  such  as 
memos  and  letters.  Using  a  graphics  program,  you 
can  draw  an  image,  and  using  a  personal  financial 
management  program,  you  can  pay  bills  and 
manage  bank  accounts.  You  use  an  e-mail 
program  to  send  and  receive  e-mail  messages. 


What  Is  Software? 

Unlike  computer  hardware,  computer  software  is  not  physical 
in  nature;  you  cannot  touch  it  or  see  it,  even  though  it  often 
comes  on  CDs  or  DVDs.  Computer  software,  in  the  form  of 
programs,  provides  the  instructions  that  enable  the  computer 
hardware  to  perform  its  tasks.  Without  software,  your  monitor 
would  not  display  anything,  your  speakers  would  remain 
silent,  and  typing  on  the  keyboard  keys  would  have  no  effect. 
Computer  software  comes  in  two  basic  categories:  application 
and  system. 


System  Software 

System  software ,  more  commonly  called  the  operating 
system,  serves  as  the  software  brain  of  your  computer. 
The  operating  system  behaves  much  like  a  policeman 
who  directs  traffic,  deciding  which  programs  have  the 
"right  of  way"  to  complete  their  tasks  at  any  given 
moment,  ensuring  that  no  two  programs  crash  into 
each  other  so  that  your  computer  system  continues 
to  function  properly.  In  the  world  of  PCs  the  most 
commonly  used  operating  system  is  Windows  7.  You 
can  read  more  about  Windows  7  in  Chapters  4  to  7 
and  periodically  throughout  the  rest  of  this  book. 


Get  to  Know  Data 
Input  Devices 


The  process  of  entering  information  into  your 
computer  is  known  as  data  input.  In  most  cases, 
before  you  can  get  information  out  of  your 
computer,  you  must  put  that  information  into 
the  computer  so  that  the  computer  can  process 
it.  The  information  you  enter  consists  of  either 


instructions  for  the  computer  or  data  that  you 
want  to  store  on  the  computer.  You  can  use  a 
variety  of  devices  to  enter  information  into  the 
computer,  and  this  section  introduces  you  to  the 
main  types  of  computer  input  devices. 


Document  Scanner 

A  document  scanner  processes  a  document  or  photo  much  like  a 
photocopy  machine  processes  a  document,  except  that  the  scanner 
creates  a  digital  version  of  the  scanned  document  and  sends  it  to 
the  computer  instead  of  producing  a  paper  copy. 


Microphone 

Using  a  microphone,  you  can  provide 
verbal  instructions  for  the  computer 
to  follow,  or  you  can  record  a 
narration  on  the  computer. 


Webcam 

A  webcam  is  a  digital  camera 
attached  to  your  computer  that 
takes  a  series  of  pictures  of  a  live 
scene  and  transfers  them  to 
another  location.  Originally, 
webcams  were  used  to  upload 
pictures  to  a  Web  site,  providing 
effectively  a  live  broadcast.  More 
recently,  webcams  have  come  to 
be  used  to  video-conference. 


Mouse 

The  mouse  is  a  hand-operated 
pointing  device  that  you  use  to  select 
and  move  items  on  the  screen  as  well 
as  to  provide  instructions  for  the 
computer  to  follow.  When  you  move 
the  mouse  or  press  a  mouse  button, 
your  action  sends  a  signal  from  the 
mouse  to  the  computer  and  the 
operating  system  reacts  accordingly. 


Digital  Camera 

A  digital  camera  takes 
pictures  and  stores  them  in 
digital  form  on  a  memory 
card  in  the  camera.  You  can 
then  connect  the  camera  to 
a  computer  and  move  the 
pictures  from  the  camera  to 
the  computer. 


Game  Controller 

A  game  controller,  also  called  a 
joystick,  is  a  device  that  you  can 
use  to  control  the  action  in  a 
computer  game.  You  also  can 
use  the  joystick  to  provide 
instructions  to  the  computer 
game,  such  as  level  and  tool 
selection. 

Keyboard 

The  keyboard  is  a  typewriter-like 
device  that  you  use  to  provide 
information  to  your  computer. 
When  you  press  a  key  on  your 
keyboard,  a  signal  travels  to  your 
computer  that  identifies  that  key. 
Depending  on  the  key  that  you 
press,  the  operating  system  either 
displays  a  character  or  processes 
an  instruction. 
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Data  Output  Devices 


As  you  work  on  your  computer,  you  send  an 
instruction  to  obtain  a  response.  The  way  in 
which  the  computer  responds  —  and  where  the 
information  appears  —  depends  on  the  request 
you  made. 

The  process  of  getting  information  from  your 
computer  is  often  referred  to  as  data  output. 
Your  computer  can  supply  information  using  a 


number  of  devices,  and  this  section  introduces 
the  main  types.  Often,  the  computer's  response 
occurs  automatically.  For  example,  when  you 
turn  on  your  computer,  the  output  appears  on 
the  monitor.  You  also  can  control  the  computer's 
response  by  making  certain  requests;  for 
example,  you  can  print  information. 


Display  on  Monitor 

Your  monitor  is  your  computer's  most  important  output  device.  What  you  see  on  the  screen  is  a  reflection 
of  what  is  happening  inside  the  computer,  and  your  programs  display  elements  on  the  screen  that  enable 
you  to  control  how  the  programs  work.  The  monitor  also  displays  what  you  type,  as  well  as  your  mouse 
movements. 


Print  to  Printer 

When  you  finish  working  with  a 
document,  you  may  want 
another  person  to  view  it.  You 
can  print  the  document  on 
paper  using  your  printer,  and 
then  give  the  resulting 
document  to  the  other  person. 
The  printer  converts  digital 
information  into  words  on 
paper  and  is  the  only  way  you 
can  transfer  information  from 
your  computer  to  paper. 


Copy  to  Disk 

You  can  make  a  copy  of  a  document  and  store  it 
on  media  such  as  a  CD  or  DVD  disc,  a  USB  flash 
drive,  an  external  hard  drive,  or  a  memory  card. 
Using  these  devices,  you  can  make  backup  digital 
copies  of  important  documents  or  share  data 
with  another  person.  For  more  information,  see 
the  section  "Learn  About  Data  Storage." 


Play  on  Speakers 

Your  computer  uses  speakers  to  deliver  sound. 
These  speakers  may  be  separate  units,  built  into 
the  monitor,  or  inside  the  computer  case.  If  the 
system  has  an  important  message  to  display,  the 
speakers  may  sound  an  alert  to  get  your 
attention.  You  can  use  your  speakers  to  play 
sound  files,  music  CDs,  and  other  audio  data. 


Learn  About  the 
Operating  System 


The  operating  system  is  the  software  brain  of 
your  computer;  effectively,  it  controls  the 
overall  operation  of  your  computer.  You  can 
compare  the  purpose  and  functions  of  the 
operating  system  to  a  policeman  who  directs 
traffic  during  rush  hour.  The  operating  system 
controls  computer  startup,  application  and 
hardware  management,  and  computer 


shutdown.  Everything  that  happens  on  your 
computer  is  initiated,  processed,  and  approved 
by  the  operating  system,  and  so  it  is  important 
that  you  understand  how  this  critical  software 
works.  Windows  7  is  the  most  widely  used 
operating  system  on  personal  computers. 


Startup 

When  you  turn  on  your  computer,  the  operating  system  assumes  control  and 
prepares  the  computer  for  use.  For  example,  it  checks  for  the  presence  of 
devices  such  as  the  hard  drive  and  your  computer's  memory,  and  it  runs  various 
checks  to  ensure  that  the  hardware  is  functioning  properly.  The  operating 
system  then  displays  the  interface,  the  term  used  to  describe  the  screen  elements 
that  you  use  to  interact  with  your  computer. 


Files 

One  of  the  main  functions  of  the  operating  system  is  to  manage  a  computer's 
files.  A  file  is  an  electronic  collection  of  data  and  instructions  that  your 

computer  stores  as  a  unit.  Your  computer  contains  files  that  your  programs 

file*. 

use  internally,  as  well  as  the  documents,  images,  spreadsheets,  and  other  data 
that  you  create.  The  operating  system  manages  the  organization  of  files  so 
that  the  computer  can  produce  them  upon  request. 

Program 


Operating  System 
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Printer 
Device  Driver 
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Device  Drivers 

The  operating  system  uses  small  programs  called  device  drivers  to  communicate 
with  your  computer's  hardware.  For  example,  when  you  hook  up  a  printer,  a 
device  driver  is  installed  that  describes  the  functioning  of  the  printer  to  the 
operating  system  so  that  the  operating  system  knows  how  to  send  output  to  the 
printer.  Or,  if  you  insert  a  CD,  DVD,  or  USB  flash  drive,  the  operating  system 
launches  a  device  driver  to  read  and  display  the  contents  of  the  disc. 
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Programs 

The  operating  system  interacts  with  your  application  software.  For  example, 
when  you  give  the  instruction  to  start  a  program,  the  operating  system  finds 
the  appropriate  files  and  opens  them.  The  operating  system  also  allocates 
computer  resources,  such  as  memory,  to  your  programs. 


Data  Input 

When  you  press  a  key  on  your  keyboard,  move  your  mouse,  use 
a  game  controller,  talk  into  your  microphone,  or  start  to  scan  a 
document,  the  operating  system  intercepts  the  input,  analyzes  it,  and 
then  directs  the  input  appropriately.  For  example,  as  appropriate,  the 
operating  system  relays  an  instruction  to  a  program  or  displays  a  typed 
character  on  the  screen. 


Data  Output 

When  you  request  data  output,  the  operating  system  responds  to  your 
request.  For  example,  if  you  instruct  a  program  to  print  a  document, 
the  operating  system  sends  the  document  to  the  printer.  Or,  when  you 
copy  a  file  to  a  USB  flash  drive,  the  operating  system  coordinates  the 
action  between  the  computer  hard  drive  and  the  USB  flash  drive. 


32-bit  versus  64-bit 

Most  new  computers  today  are  "64-bit  capable,"  which  means  that  the  front 
side  bus,  which  you  will  read  about  in  the  section  "Tour  the  Central  Processing 
Unit,"  is  64  bits  wide.  Older  computers  have  32-bit  buses.  Effectively,  a  system 
with  a  64-bit  bus  can  take  advantage  of  more  memory  —  and  therefore  has  the 
potential  to  process  information  faster  —  than  a  system  with  a  32-bit  bus.  If 
your  system  has  a  64-bit  bus,  you  can  use  a  32-bit  or  a  64-bit  version  of  the 
operating  system;  the  32-bit  version  recognizes  only  4GB  of  memory,  even  if 
your  system  has  more.  This  important  distinction  matters  to  you  only  if  you 
plan  to  process  lots  of  graphics  or  calculations. 


Tour  the  Central 
Processing  Unit 


The  central  processing  unit  (CPU)  is  the  hardware 
brain  of  your  computer  and,  as  a  result,  is  the 
computer's  most  important  component.  It 
handles  or  directs  most  of  the  tasks  that  occur 
inside  the  computer.  The  CPU  is  also  called  the 
microprocessor  or  processor. 

Initially.  CPUs  were  designed  for  single  purposes, 
but  this  approach  was  costly,  so  manufacturers 


began  to  standardize  the  design  and  mass- 
produce  CPU  chips  that  could  be  used  for  many 
purposes.  The  invention  of  the  integrated 
circuit  encouraged  both  standardization  and 
miniaturization  so  the  CPUs  no  longer  appear 
only  in  personal  computers,  but  in  all  kinds  of 
electronics,  including  cell  phones,  cars,  and 
kitchen  appliances. 


What  Is  a  CPU? 

Attached  to  the  motherboard,  the  CPU  is  a  computer  chip,  which  is  a  piece 
of  silicon  that  contains  small  electronic  devices  called  transistors.  These 
transistors  contain  components  just  .09  microns  wide  (an  average  human 
hair  is  100  microns  wide).  The  latest  personal  computer  CPUs  contain  over 
100  million  transistors  and  can  perform  billions  of  instructions  per  second. 


What  Is  a  Motherboard? 

A  motherboard  is  the  principal  circuit  board  in  your  computer.  It 
contains  connectors  for  all  of  the  other  circuit  boards  —  also  called 
chips  —  that  you  attach  to  the  computer.  Every  PC  motherboard  has 
a  connector  to  hold  the  CPU  chip  as  well  as  connectors  to  attach  disk 
drives,  memory,  and  circuit  boards  that  enable  you  to  connect  your 
monitor,  printer,  and  other  devices  to  your  computer. 


_ 

What  Is  the  Function  of  a  CPU? 

The  purpose  of  the  CPU  is  to  coordinate  the  flow  of  data  throughout 
the  computer;  this  is  why  the  CPU  is  often  called  the  computer's 
hardware  brain.  The  CPU  also  performs  math  and  logic  calculations, 
sends  data  to  and  retrieves  data  from  memory  and  storage  devices, 
and  processes  hardware  and  software  instructions. 


Math 
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Instruction* 
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CPU  Manufacturers 

The  biggest  manufacturer  of  CPUs  is  Intel,  which  makes  the  Core, 
Pentium,  and  Celeron  processors  for  desktop  PCs.  The  other  major 
CPU  maker  is  AMD,  which  manufactures  the  Phenom,  Athlon,  and 
Sempron  chips  for  desktop  PCs.  Each  family  of  processor  chips  by  each 
manufacturer  is  intended  to  support  different  intensities  of  work  on  a 
computer. 


- - - - - - - - - 

CPU  Speed 

The  most  common  measure  of  a  CPU  is  its  speed.  The  speed  is 
measured  in  cycles  per  second  (hertz,  or  Hz)  where  a  cycle  represents 
a  single  task  performed  by  the  CPU,  such  as  adding  two  numbers. 

CPU  speeds  are  usually  measured  in  gigahertz  (GHz),  or  billions  of 
cycles  per  second. 

- - - - - - - -  N 

CPU  Caches 

Many  CPUs  come  with  a  feature  called  a  cache,  which  is  a  storage  area  where 
the  CPU  keeps  frequently  used  data.  This  feature  saves  the  CPU  from  having  to 
extract  that  data  from  some  more  distant  location  in  the  computer's  memory, 
thus  improving  computer  performance.  The  latest  CPUs  have  both  a  cache  on 
the  chip  (usually  called  an  LI  cache)  and  a  cache  between  the  chip  and 
memory  (usually  called  an  L2  or  L3  cache)  for  maximum  performance. 

Understanding 

Memory 


Memory,  stored  on  a  chip  inside  your  computer, 
is  a  temporary  work  area.  When  you  run  a 
program  or  open  a  document,  the  operating 
system  loads  the  corresponding  files  from  your 
hard  drive  into  the  space  provided  by  memory. 

Memory  is  like  a  carpenter's  workshop:  The  raw 
materials  are  stored  in  another  room  (the  hard 


drive)  until  you  need  them,  and  the  carpenter 
brings  them  into  the  workshop  (memory)  when 
he  is  ready  to  use  them.  When  the  carpenter 
has  completed  the  work,  the  finished  piece  is 
moved  from  the  workshop  back  to  storage. 


Memory  and  Performance 

Because  memory  is  where  the  computer  holds  your  running  programs  and 
■Hoj  opens  documents,  the  more  memory  you  have,  the  more  programs  and 

documents  you  can  have  open.  If  you  want  to  improve  the  performance  of  your 
Zj/KJ  computer,  you  can  ask  your  local  computer  shop  to  add  more  memory  to  your 
system.  But  your  operating  system  puts  limits  on  the  amount  of  memory  your 
computer  can  use:  a  32-bit  operating  system  recognizes  only  4GB  of  memory, 
whereas  a  64-bit  operating  system  recognizes  up  to  128GB  memory. 

RAM  versus  ROM 

The  memory  that  a  computer  uses  as  a  temporary  work  area  is  also  called 
random  access  memory  (RAM),  because  the  computer  can  randomly  add  data 
to  and  remove  data  from  this  memory.  However,  keep  in  mind  that  the  data 
in  RAM  is  erased  when  you  turn  off  your  computer.  In  contrast,  read-only 
memory  (ROM)  stores  data  permanently,  but  you  cannot  change  this  data. 

For  example,  the  instructions  for  initializing  your  computer's  components 
when  you  turn  on  the  machine  are  stored  in  ROM. 

mb* 

.  * \ * \ 
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Memory  Chip 

RAM  and  r0M  are  stored  on  special  computer  chips  called  memory 
chips.  Each  memory  chip  contains  a  large  number  of  transistors 

K  designed  to  store  computer  data. 
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Memory  Module 

Computers  do  not  use  memory  chips  individually.  Instead, 
the  chips  are  attached  to  a  special  circuit  board  called  a 
memory  module.  Older  computers,  built  between  1980  and 
the  late  1990s,  use  a  single  inline  memory  module,  or 
SIMM,  which  holds  9  memory  chips  on  one  side  of  the 
board.  Most  computers  built  after  2000  use  a  dual  inline 
memory  module,  or  DIMM,  which  holds  9  memory  chips 
on  each  side  of  the  board  for  a  total  of  18  chips.  Adding 
memory  modules  can  improve  the  performance  and 
increase  the  speed  of  your  system  within  the  limitations  of 
your  operating  system. 


Measure  Memory:  Bits  and  Bytes 

A  memory  chip  stores  data  using  tiny  electronic 
devices  that  are  either  on  or  off.  When  the  state  of  a 
device  is  on,  it  has  a  value  of  1 ,  and  when  the  state  is 
off,  it  has  a  value  of  0.  These  values  are  called  bits, 
which  is  short  for  binary  digit.  Characters,  such  as 
letters,  numbers,  and  other  symbols,  are  represented 
by  8-bit  values,  which  are  called  bytes.  For  example, 
the  letter  M  is  represented  by  the  following  byte: 
01001101. 


Measure  Memory:  Kilobytes,  Megabytes, 
Gigabytes,  and  Terabytes 

A  byte  represents  a  single  character  of  data.  Because 
computers  regularly  deal  with  thousands  and  even 
millions  of  characters  at  a  time,  a  system  of  measurement 
is  needed  to  represent  these  amounts.  A  kilobyte  (KB) 
represents  about  1,000  bytes  (equivalent  to  about  a 
page  of  text).  A  megabyte  (MB)  is  about  1,000  kilobytes 
(equivalent  to  a  thick  book),  a  gigabyte  (GB)  is  about 
1 ,000  megabytes  (equivalent  to  a  small  library),  and  a 
terabyte  is  about  1,000  gigabytes,  or  1  trillion  bytes. 
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Learn  About 
Data  Storage 


Your  computer's  memory  is  only  a  temporary 
storage  area  for  data.  You  can  store  your  data 
in  a  more  permanent  form  using  one  of  several 
different  types  of  storage  devices.  You  can  use 
an  internal  hard  drive  or  a  removable  storage 
device  such  as  an  external  hard  drive  or  a  USB 
flash  drive.  You  also  can  use  an  optical  drive  to 
store  data. 


Hard  Drive 

The  hard  drive,  also  called  the  hard  disk  drive  (HDD)  or  the  hard  disk,  is  your 
computer's  main  permanent  storage  area.  The  hard  drive  sits  inside  the 
computer  case  and  stores  your  programs  and  documents.  The  hard  drive  is  a 
series  of  magnetic  disks  that  physically  resemble  optical  discs;  like  optical  discs, 
the  hard  drive  holds  your  data  even  when  you  turn  off  your  computer.  Most 
current  hard  drives  can  store  hundreds  of  gigabytes  of  data. 


Removable  Storage 

In  addition  to  the  hard  drive,  you  can  increase  your  system's  storage 
space  using  removable  media.  An  external  hard  drive  is  generally 
6x4x72  inches  and  attaches  to  one  of  the  computer's  USB  ports;  you 
can  find  drives  that  hold  1  terabyte  of  information.  You  also  can  use 
USB  flash  drives,  also  called  thumb  drives  or  keychain  drives  because  they 
are  generally  about  the  size  of  your  thumb  and  some  can  attach  to  your 
keychain.  But  do  not  let  the  size  of  a  USB  flash  drive  fool  you;  these 
small  devices  hold  anywhere  from  2GB  to  64GB  of  information. 


If  you  save  all  of  your  information  only  on  your 
computer's  internal  hard  disk  and  that  disk 
fails,  you  lose  all  of  your  data.  Therefore, 
consider  copying  the  data  on  the  internal  hard 
drive  to  one  of  the  removable  data  storage 
devices. 


An  Overview  of  Optical  Drives 

Optical  drives  (  #  )  are  another  form  of  removable  storage.  The  drives  themselves 
are  often  internally  connected  to  your  computer,  or  you  can  buy  external  devices. 
Regardless  of  the  type  of  drive  —  internal  or  external  —  the  media  they  use  (CDs 
and  DVDs)  are  removable  and  portable.  As  with  other  technology,  optical  drives 
have  evolved.  Initially,  you  had  to  choose  between  CD  and  DVD  drives  and 
whether  the  drive  could  only  read  discs  or  both  read  and  write  discs.  Now,  most 
vendors  sell  optical  drives  that  work  with  both  CDs  and  DVDs  and  can  both  read 
and  write  discs. 
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Types  of  Optical  Drive  Media 

A  typical  CD  holds  650MB  of  information  and  a  typical  DVD  holds  4.7GB  of 
information.  You  can  buy  media  that  you  write  to  only  once  or  media  that 
you  can  write  to  multiple  times.  The  "write-once"  media  —  the  CD-R  or  the 
DVD-R  —  is  the  best  choice  if  you  intend  to  write  to  the  disc  on  one  computer 
and  read  it  on  a  different  computer.  If  you  intend  to  use  the  disc  only  on  one 
computer,  you  can  safely  use  rewriteable  media  —  CD-RW  or  DVD-RW. 


Plus  or  Minus? 

In  the  early  days  of  optical  drive  development,  you  had  to  choose 
between  drives  that  could  only  read  discs  and  drives  that  could  both 
read  and  write.  There  was  also  a  period  where  you  could  buy  a  drive 
that  could  read  and  write  CDs  but  only  read  DVDs.  During  this 
period,  there  was  a  disc  format  war  going  on,  reminiscent  of  the  VCR 
tape  format  war  between  Betamax  and  VHS.  Certain  optical  drives 
could  handle  only  plus  (  +  )  format  discs,  and  other  drives  could 
handle  only  minus  (-)  format  discs.  Fortunately,  the  format  wars  are 
over,  and  today's  optical  drives  can  read  either  format. 


Memory  Card  Reader 

With  so  many  different  memory  card  formats  available,  most  memory  card 
readers  are  multifunction  devices  that  have  separate  slots  for  each  supported 
format.  You  can  connect  the  reader  to  your  computer's  USB  port  and  then 
insert  a  memory  card  into  the  appropriate  slot.  Many  computers  now  also 
come  with  memory  card  readers  built  into  the  front  of  the  case.  You  find 
memory  cards  in  devices  such  as  digital  cameras,  music  players,  cellular 
phones,  and  handheld  computers;  by  inserting  the  memory  card  into  your 
computer's  memory  card  reader,  you  can  transfer  information. 


Other  Types  of  Data  Storage 

Fading  in  popularity  but  still  available  are  floppy  disk  drives,  tape  drives,  and 
Zip  drives.  A  floppy  drive  is  a  device  into  which  you  insert  a  floppy  disk, 
which  is  a  small  (3.5  inches  wide)  magnetic  disk  that  you  can  use  to  read  and 
write  data.  Because  floppy  disks  hold  only  1.44MB  of  data,  most  computers 
now  ship  without  a  floppy  drive.  A  tape  drive  is  a  device  into  which  you 
insert  a  tape  cartridge  that  can  store  thousands  of  megabytes.  A  Zip  drive  can 
accept  disks  that  look  like  floppy  disks  but  hold  up  to  750MB  of  data.  Large- 
capacity  external  hard  drives  are  replacing  both  tape  drives  and  Zip  drives. 


Purchasing 
a  Computer 


Before  you  purchase  a  computer,  you  need  to  know  what  type  of  computer  is 
right  for  you  and  what  extras  you  really  need.  This  chapter  helps  you  do  that  by 
explaining  the  sales  jargon  and  demystifying  the  process  of  buying  a  computer. 
You  read  about  selecting 


a  computer  type,  a  CPU, 
and  a  version  of 
Windows.  You  consider 
how  much  RAM  you  need 
and  what  kinds  of  data 
storage  you  need.  You 
look  at  choosing  a 
monitor,  video  card,  and 
printer,  and  you  consider 
additional  accessory 
hardware  and  software. 
Last,  you  find  tips  to 
consider  when  making 
your  purchase. 
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Choose  a 
Computer  Type 


The  most  important  consideration  when 
purchasing  a  computer  is  the  type  of  system 
that  you  need.  You  determine  the  type  of 
system  you  need  based  on  what  you  plan  to  do 
with  your  computer.  For  example,  if  you  plan 
to  use  your  computer  daily  to  create  documents 
and  perform  math,  a  desktop  might  be  best  for 


you.  However,  if  you  need  to  work  on  the  go, 
you  might  consider  a  notebook,  netbook,  or 
tablet  PC. 

If  you  need  access  to  e-mail,  scheduling,  and 
contact  information  both  in  and  out  of  the 
office,  consider  a  smartphone  in  addition  to 
any  computer  you  buy. 


Desktop 

Most  computer  users  buy  desktops  because  these  systems  offer  the  most 
flexible  configurations.  If  your  budget  is  limited,  you  can  purchase  a  less 
powerful  system  with  fewer  features;  if  money  is  not  an  issue,  you  can 
purchase  a  high-performance  computer  with  many  features.  If  space  is  an 
issue,  consider  an  all-in-one,  where  the  contents  of  the  tower  —  the 
motherboard  containing  the  CPU  chip  and  all  of  the  ports  for  peripheral 
devices  —  are  part  of  the  monitor. 


Notebook 

Whether  you  travel  for  business  or  just  want  to  work  in  the  local 
coffee  shop  for  a  while,  a  notebook  computer  offers  the  flexibility  to 
work  almost  anywhere.  Generally  weighing  in  the  range  of  5  to  7 
pounds,  with  screens  ranging  from  approximately  14  to  16  inches, 
keep  in  mind  that  a  notebook  tends  to  cost  more  than  the  equivalent 
desktop  computer. 


Netbook 

If  your  work  needs  are  light  while  you  travel,  you  might  consider  a 
netbook,  which  contains  a  smaller  hard  drive,  no  optical  drive,  and 
is  smaller  and  lighter  weight  than  a  notebook.  The  netbook  also 
offers  you  wireless  access  to  the  Internet.  Netbooks  generally  weigh 
1  to  2  pounds  and  come  with  10-  or  12-inch  screens. 
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a  CPU 


In  computer  ads,  the  CPU  is  usually  the  first 
component  mentioned  because  it  is  the 
hardware  heart  and  soul  of  the  computer.  So, 
understanding  the  features  of  a  CPU  is 
important.  You  should  look  at  both  the  CPU 
type  and  the  CPU  speed.  The  operating  system 


you  choose  also  affects  the  CPU  you  need 
because  each  operating  system  has  minimum 
CPU  requirements.  Finally,  you  should 
determine  what  cache  memory  is  installed  on 
the  CPU  because  the  cache  memory  can  affect 
the  performance  of  the  CPU. 


CPU  Type 

If  you  do  not  need  a  powerful  computer,  look  for  a  system  with  an  Intel 
Celeron  or  AMD  Sempron  processor.  For  a  more  powerful  computer,  look  for 
an  Intel  Core  or  Pentium  or  an  AMD  Phenom  or  Athlon  processor.  Notebooks 
generally  use  the  same  processors  as  desktop  computers,  and  netbooks, 
because  of  their  scaled-down  size,  typically  use  Intel's  Atom  processor. 


_ — - - - 

CPU  Speed 

mm 

Generally,  the  slower  the  CPU  speed,  the  less  expensive  and  less  powerful  the 

computer  is.  If  you  want  to  use  your  computer  for  basic  activities,  such  as  writing 

letters  or  memos,  sending  e-mails,  and  surfing  the  World  Wide  Web,  then  you  do  not 

need  the  fastest  available  processor.  Any  of  today's  processors  should  be  fast  enough 
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for  you. 

Minimum  CPU  Requirements 

If  you  plan  to  use  Windows  7  as  your  operating  system,  you  need  a  CPU  with  a 
speed  of  at  least  1  gigahertz  (GHz)  and  either  a  32-bit  or  a  64-bit  processor.  Note 
that  Windows  7  also  has  minimum  RAM  and  hard  disk  requirements.  See  "Choose 
an  Edition  of  Windows"  for  details. 


Cache  Memory 

Cache  memory  can  greatly  improve  the  performance  of  a  CPU,  although  the  more 
memory  on  the  chip,  the  more  expensive  a  system  is.  If  the  advertisement  uses  only 
the  word  cache,  it  usually  refers  to  the  L2  cache,  although  occasionally  you  see 
references  to  the  L3  cache.  LI  is  the  smallest  and  fastest  but  also  the  most  expensive 
to  expand,  so  vendors  rarely  change  the  size  of  LI  cache. 


what  edition  you  install  and  therefore  what 
features  are  available. 

In  addition,  in  any  Windows  7  box,  you  get  two 
discs:  one  for  32-bit  systems  and  one  for  64-bit 
systems.  You  use  the  disc  that  works  with  your 
system.  Without  buying  additional  discs,  you  can 
upgrade  to  a  more  feature-rich  edition  by  simply 
buying  a  product  code  from  Microsoft. _ 


Minimum  Computer  System  Requirements 

To  use  any  edition  of  Windows  7,  your  computer  must  have  a  1  gigahertz  (GHz)  or 
faster  32-bit  (x86)  or  64-bit  (x64)  processor.  A  machine  containing  a  32-bit  processor 
must  also  contain  at  least  1  gigabyte  (GB)  of  RAM,  whereas  a  machine  containing  a 
64-bit  processor  must  contain  at  least  2GB  of  RAM.  The  hard  drive  of  a  32-bit  processor 
system  must  have  16GB  of  available  space;  the  64-bit  processor  system  needs  20GB  of 
available  space.  Finally,  regardless  of  the  processor,  the  system  must  have  a  DirectX  9  graphics  device 
with  a  Windows  Display  Driver  Model  (WDDM)  1.0  or  higher  driver;  most  new  systems  come  with  these 
graphics  components. 


Windows  7  Starter  Edition 

Of  all  the  editions  of  Windows  7,  the  Starter  edition  is  the  only  one  you  cannot  purchase 
individually;  you  find  it  preinstalled  on  many  netbook  computers.  This  scaled-down  edition 
of  Windows  7  enables  you  to  perform  everyday  productivity  tasks  such  as  opening  and 
working  in  programs,  surfing  the  Internet,  and  handling  e-mail.  You  have  access  to 
Windows  Gadgets,  and  you  can  play  games  and  use  Windows  Media  Player  to  watch  video  clips.  You  can 
view  available  networks  and  connect  to  one;  you  also  can  join  a  Homegroup  —  typically  a  private  network. 
You  cannot  customize  the  Windows  desktop,  and  the  Starter  edition  works  only  on  32-bit  processors. 


Windows  7  Home  Premium  Edition 

The  Home  Premium  edition  of  Windows  7  contains  all  of  the  features  found  in  the 
Starter  edition,  so  you  get  all  of  the  functionality  in  the  Starter  edition  plus  the 
ability  to  customize  the  desktop  and  perform  other  personalization  tasks,  create  a 
Homegroup,  watch  Internet  TV,  play  multiplayer  games,  and  use  the  Windows  Media  Center  to  watch 
movies  and  live  TV.  You  also  get  multiple  monitor  support  and  Windows  7  Aero  features,  including  Peek 
and  Shake,  plus  some  additional  Windows  accessory  programs. 


Windows  7  Professional  Edition 

The  Professional  edition  of  Windows  7  contains  all  of  the  features  found  in  the  Home 
Premium  edition  plus  support  for  joining  domains,  the  ability  to  function  in  Windows  XP 
mode  and  run  Windows  XP  legacy  programs,  connect  to  remote  desktops,  and  perform 
network  backups.  This  edition  of  Windows  7  is  most  useful  in  a  business  environment. 


Choose  an  Edition 
of  Windows 

Windows  7  comes  in  four  editions:  Starter, 
Home  Premium,  Professional,  and  Ultimate. 
Starter  contains  the  fewest  features  and 
Ultimate  contains  the  most.  Regardless  of  the 
version  you  buy,  all  Windows  7  features  are 
available  on  the  disc;  the  product  code  you 
enter  when  you  install  Windows  determines 
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Windows  7  Ultimate  Edition 

The  Windows  7  Ultimate  edition  contains  all  available  features  in  Windows  7;  you  can 
think  of  it  as  the  Cadillac  of  all  Windows  7  editions.  In  addition  to  the  features  found 
in  the  Windows  7  Professional  edition,  Windows  7  Ultimate  gives  you  the  ability  to 
install  Language  Packs  so  that  you  can  work  in  multiple  languages.  It  also  makes 
available  a  variety  of  tools  used  by  information  technology  (IT)  professionals  to 
manage  large-scale  network  operations.  Windows  7  Ultimate  is  best  suited  to  a  large  business  enterprise 
environment. 


Upgrade  to  Windows  7 

If  you  have  a  computer  currently  running  either  Windows  XP  or  Windows  Vista, 
you  are  legally  eligible  to  purchase  an  upgrade  version  of  Windows  7.  When 
you  run  the  installation,  Windows  prompts  you  to  choose  either  Upgrade  or 
Custom.  Choosing  Upgrade  enables  you  to  install  Windows  on  top  of  your 
current  installation,  keeping  all  of  your  programs  and  data.  You  can  upgrade 
from  Windows  Vista  Home  Premium  to  Window  7  Home  Premium,  from  Window  Vista  Business  to 
Windows  7  Professional,  or  from  Window  Vista  Ultimate  to  Windows  7  Ultimate.  In  all  other  cases, 
you  must  choose  Custom,  which  wipes  all  information  off  your  hard  drive  before  installing  Windows. 


Windows  Easy  Transfer  Utility 

If  you  need  to  perform  a  custom  upgrade  to  Windows  7,  you  can  download  this 
free  utility  from  Microsoft's  Web  site  and  let  it  back  up  your  data  to  an  external 
hard  drive  before  you  upgrade  to  Windows  7.  Then,  after  you  finish  installing 
Windows  7,  you  can  use  the  same  utility  to  restore  your  data.  The  process  is 
simple,  and  the  utility  does  the  work  for  you;  just  accept  what  you  see  on-screen. 
After  you  restore  your  data,  you  need  to  reinstall  all  the  programs  you  had  on 
your  system  before  you  upgraded. 


Windows  7  Upgrade  Advisor 

If  you  are  planning  to  install  Windows  7  on  a  computer  you  already  use,  you  can 
download  for  free  from  Microsoft's  Web  site  the  Windows  7  Upgrade  Advisor.  The 
Windows  Upgrade  Advisor  evaluates  your  hardware  and  software  and  notifies  you 
of  anything  that  will  not  function  under  Windows  7. 


32  bit  versus  64  bit 

Whether  you  upgrade  an  existing  computer  or  buy  a  new  one  with  Windows  7, 
you  should  make  note  of  whether  you  are  using  the  32-bit  or  the  64-bit  version. 
32-bit  programs  run  in  either  version,  but  64-bit  programs  require  the  64-bit 
version. 
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Determine  How  Much 
RAM  You  Need 


The  amount  of  random  access  memory  (RAM) 
in  your  computer  determines  how  fast  your 
computer  runs  and  what  types  of  programs  you 
can  use.  When  you  consider  the  amount  of 
RAM  to  put  in  your  computer,  you  will  find 
minimum  requirements  stated  for  Windows  7, 
but  those  minimum  requirements  do  not 


necessarily  address  your  needs,  which  depend 
largely  on  the  type  of  computing  you  expect  to 
do.  For  example,  if  you  intend  to  run  more 
than  one  program  at  a  time  —  and  many 
people  do  run  multiple  programs  simultaneously 
without  even  realizing  they  are  doing  so  —  you 
need  more  RAM  than  the  minimum. 


Minimum  Requirements 

The  amount  of  RAM  your  system  needs  depends  on  whether  you  intend  to  install  the 
32-bit  or  64-bit  version  of  Windows  7.  Start  by  determining  whether  you  are  using  a 
32-bit  processor  or  a  64-bit  processor;  if  you  have  a  64-bit  processor  you  can  install 
either  version  of  Windows,  whereas  a  32-bit  processor  must  use  the  32-bit  version 
of  Windows.  For  any  edition  of  Windows  7,  from  Starter  to  Ultimate,  a  machine 
containing  a  32-bit  processor  must  contain  at  least  1  gigabyte  (GB)  of  RAM,  and  a 
machine  containing  a  64-bit  processor  must  contain  at  least  2GB  of  RAM. 


Real-World  Minimum  Requirements 

For  day-to-day  work,  the  suggested  RAM  minimums  for  Windows  7  are  too  small. 
For  any  edition  of  the  Windows  7  operating  system,  from  Starter  to  Ultimate,  a 
computer  with  a  32-bit  processor  performs  much  better  if  it  has  at  least  2GB  of 
RAM,  and  a  machine  with  a  64-bit  processor  performs  much  better  if  it  has  at  least 
4GB  of  RAM. 


Multitasking  Requirements 

On  any  edition  of  Windows  7,  from  Starter  to  Ultimate,  you  can  run  multiple 
programs  at  the  same  time;  this  capability  is  referred  to  as  multitasking.  It  is  not 
unusual  to  simultaneously  run  programs  such  as  word  processing,  spreadsheet,  and 
e-mail,  and  a  Web  browser;  many  people  run  even  more  programs  simultaneously. 

If  you  plan  to  run  four  or  five  (or  more)  programs  at  the  same  time,  you  need  more 
memory  in  your  system  beyond  the  minimum  system  requirements,  and  you  will  probably  be  happiest 
with  2GB  of  RAM  on  a  machine  with  a  32-bit  processor  and  4GB  on  a  machine  with  a  64-bit  processor. 


Graphics  and  Database  Requirements 

If  you  plan  to  use  programs  that  manipulate  digital  photos,  edit  digital  videos,  or  work 
with  extremely  large  files  such  as  databases,  you  need  even  more  RAM.  On  a  machine  with 
a  32-bit  processor,  you  should  have  3GB,  the  maximum  that  the  32-bit  version  of  Windows 
7  recognizes.  On  a  machine  with  a  64-bit  processor,  Windows  7  recognizes  up  to  128GM 
of  RAM,  but  you  can  start  with  8GB  to  see  how  well  your  system  handles  your  processing. 
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Storage  Options 


When  buying  a  computer,  you  can  make 
choices  about  the  types  of  data  storage  devices 
you  include  in  the  computer  and,  in  some 
cases,  you  can  make  other  decisions  about  a 
storage  device.  For  example,  when  choosing  a 
hard  drive,  you  can  choose  its  size  and  speed, 
and  the  speed  of  a  drive  is  affected  by  the  type 


of  drive  you  select.  You  also  can  decide 
whether  to  include  an  optical  drive  and  a  built- 
in  memory  card  reader  or  plan  to  purchase 
external  ones.  The  decisions  that  you  make  are 
important  because  they  determine  how  you 
store  data  on  your  computer. 


Minimum  Hard  Drive  Size 

Windows  7  requires  at  least  16GB  of  free  space  on  your  hard  drive  to  install,  but 
you  need  more  space  to  load  additional  programs  and  data.  Today,  the  cost  of 
hard  drives  has  come  down  so  much  that  you  can  purchase  an  80GB  hard  drive  for 
less  than  $50,  and  many  vendors  offer  an  upgrade  to  a  160GB  drive  —  double  the 
size  —  for  an  additional  $10.  You  can  purchase  a  1  terabyte  (TB)  drive  for  about 
$75.  With  the  cost  being  so  low,  there  really  is  no  reason  to  limit  the  size  of  the  hard  drive. 


Hard  Drive  Performance 

In  addition  to  the  size  of  the  hard  disk,  it  is  important  to  consider  the  hard  drive's  speed. 
Traditional  hard  drives  contain  platters,  and  the  rotational  speed  refers  to  how  fast  the  hard 
drive  platters  rotate.  A  low-end  hard  drive  may  spin  at  5,400  revolutions  per  minute  (RPM), 
whereas  most  drives  rotate  at  7,200;  there  are  high-end  drives  that  rotate  at  10,000  RPM 
or  even  12,000  RPM.  New  solid-state  drives  do  not  use  mechanical  moving  parts;  instead, 
they  use  solid-state  memory.  Because  they  do  not  contain  moving  parts,  they  are  typically 
faster  than  their  electromechanical  counterparts,  but  they  are  also  more  expensive. 


Optical  Drive 

Most  optical  drives  ( #  )  today  both  read  and  write  CDs  and  DVDs;  drives  that  both 
read  and  write  are  sometimes  called  burners.  The  cost  of  the  optical  drive  has  also 
dropped  dramatically  in  price  to  the  point  where  there  is  no  good  reason  to 
purchase  a  drive  that  works  exclusively  with  CDs  or  only  reads  DVDs  but  does  not 
write  them.  And  some  software  vendors  distribute  their  software  on  DVDs,  so  there 
is  absolutely  no  reason  to  look  for  a  drive  that  reads  and  writes  only  CDs. 


Memory  Card  Reader 

You  can  buy  a  computer  that  has  memory  card  readers  built  into  the  front  of  the  computer 
case,  but  the  more  practical  approach  is  to  purchase  a  memory  card  reader  that  attaches  to 
your  computer  using  a  USB  port.  If  you  use  multiple  formats  of  memory  cards  on  a 
frequent  basis,  consider  purchasing  a  reader  that  supports  the  formats  you  use. 


Choose  a  Monitor 
and  Video  Card 


Because  you  look  at  the  monitor  all  day  long, 
you  should  get  a  good  monitor  and  video  card 
that  is  easy  on  your  eyes  and  does  not  break 
your  budget.  You  should  consider  not  only  the 
type  of  monitor  but  its  size  and  its  dot  pitch  as 


well.  Because  the  monitor  works  hand  in  hand 
with  the  video  card  in  your  computer,  you 
should  pay  close  attention  to  the  quality  of  the 
video  card  you  choose  to  help  ensure  that  your 
monitor  can  do  everything  you  want  it  to  do. 


Monitor  Type 

Although  you  can  still  purchase  a  cathode  ray  tube  (CRT),  most  people  prefer 
the  newer  liquid  crystal  display  (LCD,  also  called  a  flat  panel )  type  of  monitor. 
An  LCD  is  smaller  and  sharper  than  a  CRT,  and  LCD  prices  have  dropped 
significantly  in  recent  years,  so  LCDs  are  now  the  most  popular  monitor  type 
by  far.  You  can  buy  both  traditional  LCD  monitors  and  wide-screen  LCD 
monitors,  which  resemble  flat-screen  TVs.  Advanced  LCD  display  technology 
monitors  use  an  LED  backlight  that  produces  brilliant  colors  but  requires  less 
power  than  a  similarly  sized  standard  LCD  monitor. 


< - ►  Monitor  Size 


A  large  monitor  allows  you  to  display  more  elements  on  the  screen  than  a 
small  monitor.  You  can  determine  the  size  of  a  monitor  by  measuring 
diagonally  from  corner  to  corner.  Keep  in  mind  that  if  you  see  a  computer  ad 
that  says  "19-inch  monitor  (18.0-inch  viewable  image  size,  or  v.i.s.),"  this 
means  that  although  the  monitor  measures  19  inches  diagonally,  only  18 
inches  of  that  measurement  are  actually  used  to  display  the  image. 


Video  Card 

The  video  card,  also  known  as  the  graphics  card,  is  an  internal  circuit 
board  that  generates  the  images  that  you  see  on  your  monitor.  Your 
main  concern  when  purchasing  a  graphics  card  is  the  amount  of 
video  memory  that  it  contains.  With  more  video  memory,  you  can  set 
your  computer  display  at  a  higher  resolution  to  view  a  crisper  image 
than  at  a  lower  resolution,  display  more  colors,  and  open  many 
large  graphics  files  at  once. 
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a  Printer 


A  printer  enables  you  to  create  a  paper  copy  of 
a  document  or  photo  stored  on  your  computer. 
You  can  choose  from  a  variety  of  printers  with 
different  capabilities  to  meet  your  printing 
requirements.  When  purchasing  a  printer,  you 
should  consider  not  only  the  price,  but  the  print 


quality  and  speed  of  the  printer.  Also  think 
about  whether  you  need  to  print  in  color.  Also 
think  about  the  type  of  ink  the  printer  uses  and 
research  the  cost  of  the  different  types  of  inks, 
because  ink  will  be  the  long-term  cost 
associated  with  your  printer. 


Printer  Types 

A  laser  printer  uses  a  laser  beam  to  apply  an  electrostatic  charge  to  a  rotating  drum, 
which  then  picks  up  the  toner  and  applies  it  to  the  paper;  lasers  are  fast  and  produce 
crisp  images,  and  are  no  longer  expensive  unless  you  want  a  color  laser.  An  inkjet 
printer  outputs  text  and  images  by  spraying  ink  on  the  paper;  an  inkjet  is  slower  and 
produces  less  crisp  images  than  a  laser  printer,  but  it  offers  color  output  for  far  less 
money.  A  photo  printer  specializes  in  printing  images  from  a  digital  camera. 


Print  Quality  and  Ink 

Print  quality,  or  resolution ,  is  measured  in  dots  per  inch  (dpi):  the  higher  the  quality,  the 
sharper  and  more  detailed  the  printed  text  or  image.  A  typical  laser  or  inkjet  printer  is 
capable  of  printing  at  1 ,200  dpi,  which  means  that  each  square  inch  of  print  has  1 ,200 
dots  across  by  1 ,200  dots  down  (this  is  sometimes  written  as  1 ,200x1 ,200  dpi).  Laser 
cartridges  have  come  down  in  price  and  generally  produce  more  printed  pages  per 
cartridge  than  inkjet  cartridges.  Also,  most  inkjet  printers  require  both  a  black  and  at 
least  one  color  cartridge  be  installed  even  if  you  are  printing  only  in  black. 


Print  Speed 

Print  speed  is  measured  in  pages  per  minute  (ppm).  A  good  laser  printer  for 
home  or  small  office  use  can  output  pages  at  about  23  ppm.  For  inkjets  and 
photo  printers,  a  print  speed  of  about  16  ppm  in  color  and  20  ppm  in  black 
is  typical. 


All-In-One  Printers 

For  a  slightly  higher  price  than  a  stand-alone  printer,  you  can  get  an  all-in-one 
printer  —  either  inkjet  or  laser  —  that  also  enables  you  to  send  and  receive  faxes, 
copy  documents,  and  scan  documents  and  photos.  Keep  in  mind  that  the  scanning 
and  copying  components  have  their  own  resolution  values,  with  higher  values  giving 
you  better-quality  scans  and  copies. 


Add  Other  Hardware 
and  Software 


To  complement  your  basic  computer  setup,  you 
can  add  other  hardware  devices  that  expand 
the  capabilities  of  your  computer  system.  For 
example,  you  might  want  to  add  a  network 
card  if  you  plan  to  use  a  high-speed  Internet 
connection  or  a  modem  if  you  plan  to  use  a 
low-speed  Internet  connection.  And,  you  might 


want  to  consider  adding  a  router  to  your 
system  to  help  protect  you  while  connected 
to  the  Internet.  In  addition,  your  computer's 
operating  system  comes  with  a  number  of 
programs.  However,  many  of  these  programs 
have  only  minimal  features,  and  so  you  may 
want  to  upgrade  to  specialized  applications. 


Network  Card 

A  network  card  is  a  circuit  board  that  enables  your  computer  to  join  a  network, 
which  is  a  collection  of  connected  computers.  You  also  need  a  network  card  if  you 
want  to  surf  the  Internet  using  a  high-speed  connection.  For  more  information 
about  the  Internet,  see  Chapter  10. 


Modem 

If  you  want  to  establish  a  connection  to  the  Internet,  then  you  need  a  modem. 
Instead  of  using  network  cards,  older  computers  used  modems  that  connected 
the  computer  to  the  Internet  via  telephone  line.  Today,  you  use  a  cable/DSL 
modem.  Cable  and  DSL  are  two  different  methods  of  connecting  to  the  Internet; 
cable  is  generally  faster  than  DSL. 


Router 

A  router  is  a  central  connection  point  for  all  of  the  computers  on  the  network 
that  can  also  route  incoming  data  to  a  specific  network  address.  This  is  useful 
when  the  computers  share  a  high-speed  Internet  connection  because  the 
router  ensures  that  the  Internet  data  goes  to  the  computer  that  requested  it. 
The  router  also  contains  a  hardware  firewall  that  helps  protect  your  computer 
from  attacks  on  the  Internet.  You  plug  your  high-speed  modem  directly  into 
the  router,  and  then  plug  your  computers  into  the  router. 


Wireless  Connectivity 

If  you  want  to  connect  to  the  Internet  wirelessly  or  join  a  wireless  network  with 
your  desktop,  netbook,  notebook,  or  tablet  PC,  then  you  need  a  router  that  has 
wireless  networking  capabilities  built  in.  This  feature  is  usually  designated  as 
802.1 1b,  802.1 1  g,  or  802.1  In.  Because  wireless  connections  are  less  secure 
than  wired  ones,  you  also  need  to  implement  wireless  security.  For  more 
information,  see  Chapter  12. 
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Audio  Accessories 


For  you  to  hear  the  sounds  generated  by  your  computer,  such  as  the  music 
from  audio  CDs,  your  system  needs  a  circuit  board  called  a  sound  card.  Most 
computers  come  with  sound  cards  installed  and  a  low-quality  speaker.  You  can 
upgrade  to  better  sound  cards  that  support  Dolby  digital  sound  and  other  audio 
features,  and  you  can  purchase  external  speakers  and,  if  you  want,  a  subwoofer 
for  the  best  audio  experience. 


Productivity  Suite 

A  productivity  suite  (also  called  an  office  suite )  is  a  collection  of  programs  that 
usually  includes  a  word  processor,  spreadsheet,  presentation  graphics  program, 
and  a  database.  These  programs  share  a  similar  interface,  making  it  fast  and 
easy  for  you  to  learn  each  program.  The  most  popular,  as  well  as  the  most 
expensive,  is  Microsoft  Office.  Less  expensive  alternatives  are  Microsoft  Works 
and  WordPerfect  Office.  OpenOffice,  a  free  alternative,  is  available  by 
downloading  from  the  Internet. 


Graphics 

If  you  want  to  create  your  own  images,  you  may  want  to  use  a  different 
graphics  program  than  the  one  that  ships  with  your  operating  system. 

For  example,  you  can  choose  graphics  software  such  as  Adobe  Illustrator. 
If  you  want  to  work  with  digital  photos,  consider  photo-editing  programs 
such  as  Adobe  Photoshop  Elements,  Corel  Paint  Shop  Photo  Pro,  or 
Windows  Live  Photo  Gallery  —  free  from  Windows  Live  Essentials. 
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Security 

Although  your  operating  system  has  built-in  Internet  security,  you  should 
supplement  with  an  antivirus  program  that  protects  your  computer  from 
viruses  and  other  malware  —  software  designed  to  damage  your  computer. 
Popular  programs  are  Norton  AntiVirus,  McAfee  Antivirus,  and  Eset 
NOD32  Antivirus.  Each  of  these  manufacturers  also  sells  a  security  suite 
product  that  adds  a  software  firewall  to  your  computer,  but  if  you  use  a 
router,  many  users  find  it  less  confusing  to  use  the  Windows  Firewall  with 
an  antivirus  product. 


Tips  on  Purchase 
Considerations 


Before  you  purchase  a  computer,  you  must 
consider  other  factors  before  making  your 
decision. 


Where  to  Buy 

Always  purchase  your  computer  from  a  reputable  store  or  online 
vendor,  such  as  a  well-known  chain  or  smaller  outlet  that  other 
people  have  recommended  to  you.  Disreputable  retailers  abound 
in  the  computer  business,  and  so  taking  a  chance  simply  to  save  a 
few  dollars  is  not  worth  it. 


Mail  Order  or  In-Store? 

Many  first-time  computer  buyers  are  concerned  about  buying  online 
because  they  fear  that  they  will  not  get  support  for  the  product  they 
purchase.  Remember  that  online  retailers  do  not  survive  in  business  if 
they  do  not  provide  support  for  their  products.  You  can  safely  buy 
from  an  online  retailer  that  has  been  in  business  for  at  least  five  years. 


Price 

When  buying  your  first  computer,  it  is  a  good  idea  to  avoid 
the  low  end  and  the  high  end  of  the  price  range.  Low- 
priced  computers  are  often  too  slow  for  day-to-day  use, 
and  are  made  with  cheap  parts  that  may  not  last  very  long. 
High-priced  computers  are  usually  more  powerful  than 
what  you  need.  Mid-priced  computers  generally  have  the 
best  combination  of  quality  and  performance. 
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Promotions 

You  can  often  save  money  by  watching  for  special 
promotions  that  computer  dealers  offer.  For 
example,  a  dealer  may  offer  extra  RAM  or  a  DVD 
burner  free  with  the  purchase  of  a  new  computer. 
Similarly,  a  retailer  may  include  brand-name 
printers  or  other  peripherals  in  the  purchase  at 
very  low  prices.  However,  do  not  buy  a  computer 
because  it  comes  with  extra  software  unless  you 
are  familiar  with  the  software.  Most  users  do  not 
use  extra  software  included  on  PCs  they  buy,  and 
the  extra  software  ends  up  slowing  down  the 
computer. 


Expandability 

To  get  the  most  out  of  your  computer  investment  in  the 
long  term,  you  might  want  to  be  able  to  expand  the 
computer's  capabilities  rather  than  buy  a  completely  new 
system.  To  ensure  expandability,  look  for  the  computer 
that  has  extra  slots  for  memory  modules  and  extra 
expansion  slots  for  circuit  boards.  If  expandability  is 
your  goal,  avoid  purchasing  a  computer  that  uses  an 
ultrasmall  form  factor  case  because  it  lacks  these 
expansion  features.  Instead,  purchase  a  tower  case. 


Installation 

Many  computer  dealers  offer  to  install  your  new  system  for 
a  fee.  However,  setting  up  a  basic  computer  system  is  easy, 
and  so  you  may  want  to  save  your  money  and  set  up  the 
computer  yourself.  For  more  information  about  getting 
started  with  your  computer,  see  Chapter  3. 


Getting  Started 
with  Your 
Computer 


After  you  purchase  your 
new  computer,  you  need 
to  set  up  your  work  area 
and  connect  the  computer 
components.  If  you  are 
not  already  familiar  with 
using  a  computer  system, 
then  you  should  also  learn 
how  to  use  basic  devices 
such  as  the  keyboard, 
mouse,  and  CD  drive. 


Set  Up  Your  Work  Area 


Connect  the  Computer  Components 


Turn  On  the  Computer  for  the  First  Time 


Use  a  Keyboard 


Use  a  Mouse 


Explore  Mouse  Types 


Use  an  Optical  Drive 


Use  a  USB  Storage  Device 


Restart  the  Computer 


Turn  Off  the  Computer 


Set  Up  Your 
Work  Area 


To  ensure  your  work  area  is  comfortable  and  you 
are  productive,  you  should  place  your  computer 
workstation  in  a  well-lighted,  well-ventilated 
area,  select  a  comfortable  chair  designed  for 
work  at  a  computer  workstation,  and  properly 
adjust  it.  You  should  also  ensure  that  the 
computer  is  located  in  a  low-traffic  area. 


You  also  need  to  properly  position  your  computer 
and  its  components.  Sitting  at  the  computer, 
typing,  and  using  the  mouse  for  long  periods  can 
cause  injuries,  including  repetitive  stress  injuries 
(RSI)  such  as  carpal  tunnel  syndrome.  You  can 
take  steps  to  prevent  these  injuries. 


Select  a  Suitable  Computer  Desk 

Ensure  that  your  computer  desk  is  sturdy  and  stable.  It  should  also  have 
a  large  enough  surface  area  to  hold  all  of  the  computer's  desktop 
components,  as  well  as  any  books,  papers,  and  other  materials  that  you 
may  use  as  you  work.  If  you  have  the  space,  consider  an  L-shaped  desk 
so  that  you  have  both  a  work  surface  and  space  for  your  computer. 


Chair 

An  uncomfortable  or  poorly  designed  chair  can  affect  your  work  performance  and 
cause  you  to  experience  physical  problems.  You  need  a  chair  that  has  a  contoured 
seat  and  good  lower-back  support.  It  should  also  have  mechanisms  to  adjust  the 
seat  height  as  well  as  the  angle  of  both  the  seat  and  the  back  support.  Most  people 
find  that  chairs  with  arms,  particularly  adjustable  arms,  provide  the  best  support 
and  comfort. 


Location 

Choose  a  clean,  dry,  and  cool  location.  It  should  also  be  well  lit, 
preferably  from  above  or  behind  the  monitor  to  prevent  glare.  Avoid 
high-traffic  areas  where  people  may  bump  into  the  computer  case  and 
possibly  damage  the  system.  Ensure  that  electrical  outlets  are  nearby, 
as  well  as  a  telephone  jack.  If  you  plan  to  use  a  high-speed  Internet 
connection,  you  need  a  cable  outlet  nearby;  if  you  do  not  have  one, 
your  cable  provider  can  install  one. 
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Position  Components 

Position  the  monitor  to  maximize  work  surface  for  papers.  For  an 
L-shaped  workstation,  place  the  monitor  in  the  corner  of  the  L.  A 
tower-style  computer  case  goes  on  the  floor,  either  under  or 
beside  the  desk.  However,  if  you  have  a  desktop-style  computer, 
put  the  computer  case  on  the  desk  and  place  the  monitor  on  top 
of  it.  The  keyboard  and  mouse  sit  on  the  desk  in  front  of  the 
monitor.  Speakers  should  also  go  on  the  desk;  if  you  have  a 
subwoofer,  place  it  on  the  floor  for  the  best  sound. 


Basic  Ergonomics 

You  can  apply  the  principles  of  ergonomics  to  design  a  work 
area  that  maximizes  your  comfort  and  safety.  Sit  up  straight  in 
your  chair  with  your  feet  flat  on  the  floor.  Adjust  the  chair 
height  so  that  your  forearms  are  parallel  to  the  floor  when  you 
type,  and  your  eyes  are  level  with  the  top  of  your  monitor. 
Place  your  keyboard  and  mouse  on  your  desk  so  that  you  can 
comfortably  reach  them  while  resting  your  elbows  on  the  arms 
of  the  chair.  No  part  of  your  forearms  should  rest  on  the  desk. 
Remember  to  take  short  breaks  periodically. 


Ergonomic  Accessories 

There  are  many  accessories  that  you  can  buy  to  ensure  good 
ergonomics.  To  help  keep  your  wrists  straight,  you  can  use 
wrist  rests  on  both  your  keyboard  and  mouse.  Many 
keyboards  come  with  built-in  wrist  rests  and  an  ergonomic 
keyboard  keeps  your  hands  positioned  for  the  least  stress.  A 
trackball  mouse  significantly  reduces  the  movement  —  and 
therefore  the  stress  —  of  your  mouse  hand;  see  Use  a  Mouse 
for  more  information.  If  you  cannot  physically  position  the 
height  of  your  chair,  try  using  an  adjustable  keyboard  tray 
and  a  monitor  stand.  To  keep  your  feet  positioned  properly, 
you  can  use  a  footrest. 


Connect  the  Computer 
Components 


You  assemble  your  system  by  connecting 
devices  to  the  appropriate  ports  on  the  back 
of  the  computer  case.  Some  of  the  devices 
you  plug  in  require  their  own  electrical  power 
source.  After  you  plug  the  devices  into  the 
computer,  you  can  plug  the  other  end  of  any 
device  needing  power  into  a  surge  protector 
or  uninterrupted  power  supply  (UPS). 


On  most  PCs,  the  ports  on  the  back  of  the  case 
are  color-coded  to  match  the  plugs  on  the 
accessory  devices.  In  addition,  most  device 
plugs  fit  into  only  one  type  of  port,  so  it  is  not 
possible  to  plug  a  device  into  the  wrong  port. 


Charge  the  UPS 

An  uninterrupted  power  supply  (UPS)  provides  your  computer  with  limited  backup 
power  should  the  electricity  fail.  The  UPS  gives  you  the  opportunity  to  save  your 
work  and  shut  down  your  computer  correctly  in  the  event  of  a  power  failure.  To  use 
a  UPS  effectively,  you  must  charge  it  for  several  hours  —  often  overnight  —  before 
relying  on  it. 


Unpack  the  Components 

Place  the  computer  boxes  on  the  floor,  open  them,  and  remove  each  component. 
Double-check  with  the  packing  list  to  ensure  that  you  received  everything  that 
you  ordered.  If  the  computer  arrived  on  a  cold  day,  give  the  components  a 
couple  of  hours  to  warm  up  to  room  temperature.  At  this  stage,  do  not  plug 
anything  into  an  electrical  outlet.  If  you  bought  your  monitor,  printer,  and  other 
accessory  devices  from  different  suppliers,  wait  until  you  have  all  components 
before  you  start  connecting  components. 


Connect  the  Main  Components 
Monitor 

Your  monitor  has  two  cables:  a  video  cable  that  connects 
to  the  computer  and  a  power  cord  that  connects  to  an 
electrical  power  source.  The  video  cable  has  a  D-shaped 
plug  that  you  can  insert  into  the  port  with  the  same 
shape  on  the  back  of  the  PC.  Leave  the  power  cord 
unplugged  for  now. 


Keyboard  and  Mouse 

Older  computers  used  specialized  ports  for  the  keyboard 
and  the  mouse,  but  now  the  keyboard  and  mouse 
connect  to  your  computer  using  any  available  USB  port.  Although  your  computer  comes  with  USB  ports 
on  both  the  front  and  the  back,  save  the  ones  on  the  front  for  devices  you  plug  and  unplug  frequently. 
Pick  any  two  USB  ports  on  the  back  of  the  computer  for  your  keyboard  and  mouse. 
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Speakers 

The  sound  ports  on  the  back  of  the  computer  are  typically  color-coded  to 
match  the  plugs  of  the  sound  devices.  Connect  one  speaker  —  typically 
color-coded  green  —  to  the  PC's  Line  Out  jack,  and  connect  the  second 
speaker  to  the  first  speaker.  Many  new  computers  have  headphone  and 
microphone  jacks  on  both  the  front  and  back  of  the  computer  to  enable 
you  to  connect  these  devices  when  you  need  them. 


Printer 

Most  newer  printers  connect  via  a  USB  cable,  and  you  can  plug  the  printer's 
USB  cable  into  any  USB  port;  use  one  of  the  ports  on  the  back  because  you 
will  not  plug  and  unplug  the  printer  on  a  regular  basis.  Older  printers  use 
cables  that  have  a  large  connector  on  one  end  that  fits  into  the  printer  and  a 
slightly  smaller  connector,  shaped  like  an  elongated  D,  on  the  other  end  that 
fits  into  the  PC. 


Connect  a  Cable  Modem 

For  a  high-speed  Internet  connection,  use  a  network  cable  to  connect  the 
cable  modem  that  you  purchase  or  rent  from  your  cable  service  provider  to 
the  Internet  port  of  a  router;  some  routers  refer  to  the  Internet  port  as  the 
Uplink  port  or  the  WAN  port.  Then,  use  a  networking  cable  to  connect  the 
computer's  network  port  to  any  port  on  the  router  except  the  Internet  port.  If 
you  choose  not  to  use  a  router,  use  a  network  cable  to  connect  the  network 
port  on  the  back  of  the  computer  directly  to  the  cable  modem. 


Connect  the  Power  Cords 

You  can  now  plug  the  power  cords  for  your  computer,  monitor,  and  sound 
system  devices  into  an  uninterrupted  power  supply  (UPS),  which  protects 
those  devices  from  electrical  damage.  Do  not  plug  a  laser  printer  into  a 
UPS  or  you  will  void  the  warranty  of  the  UPS.  Instead,  plug  the  laser 
printer  into  a  surge  protector  rated  700  joules  or  higher. 


Turn  On  the  Computer 
for  the  First  Time 


Once  you  have  connected  your  peripherals  to 
your  computer,  you  are  ready  to  start  your 
computer  for  the  first  time.  If  you  are  using  an 
uninterrupted  power  supply  (UPS),  make  sure 
that  you  plug  it  in  and  give  it  time  to  charge 
fully  before  you  turn  on  anything  connected 
to  it. 


Before  you  turn  on  the  computer,  turn  on  any 
devices  connected  to  it,  such  as  a  printer.  The 
first  time  you  turn  on  your  computer,  the 
operating  system  asks  for  some  standard 
information  from  you;  after  you  provide  it,  the 
operating  system  finishes  loading  and  you  can 
begin  using  your  PC. 


Check  the  Charge  on  Your  UPS 

Make  sure  you  have  charged  your  UPS  before  you  use  anything 
plugged  into  it.  The  display  lights  on  the  UPS  show  you  that 
the  UPS  is  fully  charged  (  # ).  Once  a  UPS  is  fully  charged,  it 
provides  you  with  enough  battery  power  to  save  your  work  and 
shut  down  your  computer  correctly  should  the  electricity  fail. 
Once  you  fully  charge  your  UPS,  you  can  leave  it  on 
permanently;  there  is  no  need  to  shut  it  off. 


Turn  On  Your  Peripherals 

Before  you  turn  on  your  computer,  turn  on  all  of  your 
computer's  peripheral  devices  that  have  separate  on/off 
switches,  such  as  your  monitor,  printer,  and  speakers.  Although 
you  may  subsequently  turn  off  your  computer,  you  typically 
leave  on  the  monitor  and  speakers  because  they  consume 
almost  no  power  when  not  in  use.  If  you  use  a  surge  protector 
for  a  laser  printer,  you  should  turn  it  on. 


Turn  On  Your  Computer 

Press  your  computer's  power  button  (  #  ).  You  should  see  lights 
flashing  on  the  computer  case  and  monitor,  and  information  should 
begin  to  appear  on  your  monitor.  Typically,  you  initially  see  the 
computer  vendor's  logo  on-screen  as  the  computer  powers  up. 
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Troubleshoot  Power-Up  Problems 

If  nothing  happens  when  you  turn  on  your  system,  check  both  the 
monitor's  and  the  computer's  power  cord  connections  at  both  ends  to 
ensure  that  you  have  fully  plugged  in  the  cord.  Also,  check  that  the 
UPS  or  surge  protector  is  plugged  in  and  turned  on.  Finally,  ensure  that 
you  have  turned  on  your  monitor,  and  adjust  the  brightness  control  to 
a  comfortable  level. 


Follow  Setup  Instructions 

Each  PC  manufacturer  has  its  own  setup  program  that  runs 
the  first  time  that  you  start  the  computer.  This  setup 
finishes  the  setup  of  Windows  and  usually  takes  just  a  few 
minutes.  You  are  typically  asked  for  the  following 
information: 


Name 

Computer  Name 
Password 


•  Your  name. 

•  A  name  for  your  computer.  Keep  the  name  under  1  5 
characters,  do  not  use  only  numbers,  and  do  not  use 
spaces  or  any  of  the  following  special  characters:  <  >  ; 

:  "  *  +  =  \  |  ?  , 

•  The  password  that  you  want  to  use  when  you  log  onto  Windows.  Although  the  password  is  optional, 
using  a  password  helps  keep  your  computer  secure;  see  Chapter  7  for  details. 

•  Your  geographic  location  so  that  Windows  can  correctly  set  the  date  and  time. 

•  If  you  have  a  network  card  installed  in  your  computer,  you  are  prompted  to  specify  the  type  of 
network;  choose  Home. 


_ 

_ _ ^ 


Wait  for  the  Operating  System  to  Start 

After  you  answer  the  on-screen  questions,  Windows 
loads.  The  on-screen  questions  were  a  "one  time  only" 
event;  you  will  not  see  the  questions  the  next  time  you 
turn  on  your  computer.  The  startup  is  complete  when 
you  see  the  Windows  desktop. 


Use  a 
Keyboard 


The  keyboard  is  your  most  important  device  for 
sending  instructions  and  data  to  the  computer, 
and  so  you  should  know  how  to  use  it.  Every 
computer  manufacturer  creates  a  vendor- 
specific  keyboard,  and  you  also  can  buy  third- 
party  keyboards.  Although  each  keyboard 
performs  the  same  general  function,  some  do 
more  than  others.  For  example,  you  can 


purchase  keyboards  that  come  with  specialized 
keys  that  automatically  open  your  Internet 
browser  or  your  e-mail  program  or  enable  you 
to  control  multimedia  by,  for  example,  raising 
or  lowering  volume. 

Keep  in  mind  that  your  keyboard  layout  may 
be  different  from  the  one  shown  here. 


Specialty/Programmable  Keys 

Most  keyboards  from  third-party  vendors  have 
keys  for  special  tasks,  such  as  opening  your 
Internet  browser  or  playing  media.  In  some  cases, 
you  can  reprogram  these  keys  to  perform  other 
functions. 


Ctrl 

You  use  Rul  (pronounced  control)  in  combination 
with  other  keys  to  trigger  predefined  actions  in  a 
program.  For  example,  in  most  programs,  you  can 
press  and  hold  Fflfl  and  press  Q 
current  document 


and  press  Q  to  save  your 


Function  Keys 

G3  through  Q3  are  most  often  used  as  shortcut 
keys  in  programs.  For  example,  in  most  programs, 
you  can  press  Q  to  display  the  program's  Help 
system. 


Escape 

Press  to  stop  the  current  task  or  when  an 
application  does  something  unexpected  on  your 


screen. 


Caps  Lock 

is  a  toggle  key;  press  it  once  to  enable  the 
Caps  Lock  feature  and  press  it  again  to  disable  the 
Caps  Lock  feature.  When  you  enable  the  Caps  Lock 
feature,  all  letters  you  type  appear  in  uppercase 
on-screen. 


Windows 

Press  O  to  open  the  Windows  7  Start  menu. 


Alt 

You  use  03  in  shortcut  key  combinations  to 
trigger  predefined  actions  in  a  program.  For 
example,  if  you  press  and  hold  00  as  you  press 
UJ  (written  in  this  book  as  03  +  EJ),  you  close 
the  current  program. 


Spacebar 

Press 
letters. 


Spacebar 


to  insert  a  blank  space  between 


Application 

Press  □  to  see  the  shortcut  menu  associated  with 
the  currently  selected  item  on-screen. 


Shift 

Press  and  hold  to  type  the  uppercase  version 
of  any  letter  you  select.  Use  to  produce  the 
characters  that  appear  on  the  number  keys  above 
the  keyboard  letters;  for  example,  press  and  hold 
and  press  O  to  produce  a  dollar  sign  ($). 


Enter 


In  a  text  document,  you  can  press  to  start  a 
new  paragraph.  In  programs  other  than  word 
processing  programs,  you  can  press  to 
initiate  or  complete  an  action. 
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Backspace 

Press 


Backspace 


to  remove  the 
character  immediately  to  the  left  of 
the  insertion  point. 


Delete 

Press  i»i3hei  to  remove  the  character 
immediately  to  the  right  of  the 
insertion  point. 


Navigation  Keys 

Use  the  navigation 
keys  to  move  through 
a  document.  Press 
II5SB  to  move  the 
insertion  point  to  the 
beginning  of  the 
current  line  or  023  to 
move  to  the  end  of  the 


Pgup 


move  up  one  screen, 
or  HSISj  to  move 
down  one  screen. 

Arrow  Keys 

Use  the  arrow  keys  to 
move  the  insertion 
point  one  character  or 
one  line  at  a  time  in 
the  direction  the  arrow 
key  indicates. 


Num  Lock 

Press  to  enable  or  disable  the  numbers  on  the 
numeric  keypad.  When  enabled,  the  keys  on  the 
numeric  keypad  produce  numbers.  When  disabled, 
the  keys  on  the  numeric  keypad  become  the 
directional  navigation  keys  indicated  below  the 
numbers. 


Numeric  Keypad 

The  numeric  keypad  enables  you  to  quickly  enter 
numbers  when  you  press  fEffifi  to  enable  the  Num 
Lock  feature. 


Use  a 
Mouse 


Today's  computers  are  built  with  the  mouse  in 
mind,  and  so  it  pays  to  learn  the  basic  mouse 
techniques  that  you  will  use  throughout  your 
computing  career:  clicking,  double-clicking, 
right-clicking,  and  dragging  —  also  called  click 
and  drag.  Typically,  you  click  to  position  the 
mouse  pointer  or  perform  an  action,  double¬ 
click  to  launch  a  program,  right-click  to  view  a 


shortcut  menu,  and  click  and  drag  to  select 
text. 

If  you  have  never  used  a  mouse  before,  then 
you  should  remember  to  keep  all  your  mouse 
movements  slow  and  deliberate  while  you  are 
learning  how  to  use  it.  You  should  also  practice 
the  techniques  in  this  section  as  much  as 
you  can. 


Use  a  Mouse  _ 

Click  the  Mouse 

0  Position  the  mouse  pointer  (k) 
over  the  object  you  want  to 
work  with. 

0  Click  the  left  mouse  button. 

#  Depending  on  the  object,  the 
operating  system  either  selects 
the  object  or  performs  some 
action  in  response  to  the 
mouse  click,  such  as  displaying 
the  Windows  7  menu. 

Double-Click  the  Mouse 

0  Position  the  mouse  pointer 
over  the  object  you  want  to 
work  with. 

0  Click  the  left  mouse  button 
twice  in  quick  succession. 

#  The  operating  system  usually 
performs  some  operation  in 
response  to  the  double-click 
action,  such  as  displaying  the 
Windows  Vista  Recycle  Bin 
window. 

#  Click  the  Close  button  (B)  to 
close  this  window. 
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Right-Click  the  Mouse 

0  Position  ^  over  the  object  with 
which  you  want  to  work. 

0  Click  the  right  mouse  button. 

#  The  operating  system  displays 
a  shortcut  menu  when  you 
right-click  an  object. 

Note:  The  contents  of  the 
shortcut  menu  depend  on  the 
object  that  you  right-clicked. 

You  can  click  a  command  on 
the  menu  or  click  outside  the 
menu  to  close  it. 

Click  and  Drag  the  Mouse 

0  Position  ^  over  the  object  you 
want  to  work  with. 

0  Press  and  hold  the  left  mouse 
button. 

0  Move  the  mouse  to  drag  the 
selected  object. 

In  most  cases,  the  object 
moves  along  with 


0  Release  the  mouse  button 
when  the  selected  object  is 
repositioned  where  you 
want  it. 


y  Mouse  Properties 

!  r^~ - 1 - , - 1 - , — 

- - - - 

Button  configuration 

fcjT)  Switch  primary  and  secondary  buttons 

Select  this  check  box  to  make  the  button  on  the 
right  the  one  you  use  tor  primary  functions  such 
as  selecting  and  dragging 


Why  does  Windows  7  sometimes  not  recognize  my 
double-clicks? 

Try  slowing  the  double-click  speed  using  these  steps. 

Click  the  Start  button  (H).  Click  Devices  and  Printers 

to  display  the  Devices  and  Printers  window.  Right-click 
your  mouse  and  click  Mouse  settings  to  display  the 
Mouse  Properties  dialog  box.  In  the  Double-Click  Speed 
group,  click  and  drag  the  slider  to  the  left,  toward  the 
Slow  setting  (#  ).  You  can  also  set  up  your  mouse  for 
a  left-handed  person  by  clicking  ( #  )  Switch  primary 
and  secondary  buttons  (□  changes  to  S3).  Click  OK  to  put  the  new  settings  into  effect. 


Double-click  speed 
Double-click  the  folder  to 
folder  does  not  open  or 
setting. 

Speed:  Slow 


setting.  If  the 
using  a  slower 


0 


Explore  Mouse 
Types 


Two-Button  Mouse 

The  standard  mouse  has  a  simple  design  with  only  two  mouse  buttons, 
although  three-button  mice  where  you  can  program  the  middle  button 
are  also  available.  You  slide  the  mouse  on  your  desktop  to  move  the 
mouse  pointer  on-screen.  The  underside  of  an  older  mouse  contains  a 
small  ball  that  rotates  when  you  move  the  mouse.  The  newer  style  of 
optical  mouse  uses  an  optical  sensor  instead  of  a  ball. 


Wheel  Mouse 

A  wheel  mouse  has  a  wheel  that  you  can  rotate,  usually  between  the  two 
buttons.  In  many  programs,  when  you  rotate  the  wheel  forward,  the 
document  scrolls  up,  and  when  you  rotate  the  wheel  backward,  the  document 
scrolls  down.  The  wheel  is  particularly  useful  when  reviewing  Web  pages  on 
the  Internet. 


Trackball 

A  trackball  mouse  is  one  in  which  the  ball  is  visible  instead  of  sitting 
underneath  the  mouse.  When  you  use  a  trackball,  you  do  not  move 
the  mouse;  instead,  you  use  your  fingers  or  palm  to  rotate  the  ball. 
The  rotational  movement  of  the  trackball  moves  the  mouse  pointer 
on-screen.  Trackball  mice  are  particularly  useful  in  small  spaces 
because  the  space  allotted  to  the  mouse  is  fixed. 


Touch  Pad 

A  touch  pad  is  a  flat,  pressure-sensitive  surface  that  is  often  used  on 
netbooks  or  notebooks  as  the  mouse  input  device.  You  can  move  the 
mouse  pointer  on-screen  by  moving  your  finger  along  the  surface  of  the 
touch  pad.  You  click  by  tapping  the  surface  with  your  finger,  although 
most  touch  pads  also  include  left  and  right  buttons  for  clicking. 
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Pointing  Stick 

Resembling  a  pencil  eraser,  a  pointing  stick  is  a  rubber  cylinder  found  on 
notebook  computers.  You  control  the  directional  movement  of  the  mouse 
pointer  on-screen  by  nudging  the  pointing  stick  in  the  direction  you  want  to 
move  the  mouse  pointer. 


Digital  Pen/Stylus 

On  a  tablet  PC,  you  can  use  the  digital  pen  as  a  mouse.  Hover  the  pen 
over  the  screen  surface  until  you  see  the  pointer,  and  then  move  the  pen 
to  move  the  pointer.  Tap  the  screen  surface  to  click. 


Mouse  Tips 


Mouse  Safety 

Studies  have  shown  that  using  the  mouse  excessively  causes  more  repetitive 
stress  injuries  than  excessively  using  the  keyboard.  To  prevent  overuse 
injuries  related  to  mouse  use,  keep  your  mouse  at  the  same  height  as  your 
keyboard,  use  a  mouse  wrist  rest,  do  not  lean  any  portion  of  the  arm  you 
use  for  your  mouse  on  the  edge  of  the  desktop  to  avoid  cutting  off  blood 
flow  circulation.  You  can  also  learn  program  shortcut  keys  to  reduce  your 
mouse  use. 


Do  Not  Forget  to  Right-Click 

Most  users  master  the  left-click  immediately,  but  they  forget  that  they  also  can 
right-click.  Right-clicking  displays  a  shortcut  menu  relevant  to  the  screen  you  are 
viewing  or  the  action  you  are  taking;  if  you  learn  to  remember  to  right-click,  you 
will  save  time  and  effort.  If  the  choice  you  want  does  not  appear  on  the  shortcut 
menu,  left-click  outside  the  menu  to  close  it. 


0 


Use  an 

Optical  Drive 


You  can  use  your  computer's  optical  drive  to 
insert  a  CD  or  DVD  disc  and  access  the  files  on 
the  disc.  If  you  have  a  recordable  drive,  you 
can  burn  your  own  files  to  a  disc. 

Most  optical  drives  reside  inside  the  computer 
case,  but  you  can  also  add  an  external  drive  to 


your  computer.  This  approach  works  well  if  you 
are  using  a  netbook  computer  because  it  does 
not  come  with  an  optical  drive;  eliminating  the 
optical  drive  is  one  way  for  computer  vendors 
to  reduce  the  size  and  weight  of  the  computer. 


Use  an  Optical  Drive  _ 

Insert  a  CD  or  DVD  Disc 

Q  Press  the  button  in  the  front  of  the  drive. 

•  The  disc  tray  slides  out. 

Q  Remove  the  disk  from  its  case  or  sleeve. 

Note:  When  you  handle  the  disc,  be  sure 
to  touch  only  its  edges. 


Q  Place  the  disc,  writing  side  up,  in  the 
drive's  disc  tray. 

Note:  The  shiny  surface  faces  down, 
o  Press  the  drive  button. 

The  disc  tray  closes. 

Note:  In  many  cases,  inserting  a  disc  causes 
the  operating  system  to  automatically  either 
display  the  contents  of  the  disc  or  start  the 
program  contained  on  the  disc.  Therefore, 
you  may  not  need  to  run  through  the  steps 
on  the  next  page. 
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Display  CD  or  DVD  Contents 

0  Insert  the  CD  or  DVD  in  the 
optical  drive. 

If  the  AutoPlay  window 
appears,  click  US. 

0  Click  the  Start  button  (11). 

0  Click  Computer. 

The  Computer  window 
appears. 

0  Double-click  the  optical  drive 
icon. 

Note:  The  name  that  appears 
beside  the  optical  drive  icon 
usually  depends  on  the  name 
given  to  the  disc  in  the  drive. 

The  contents  of  the  disc 
appear. 

0  When  you  are  done  with  the 
CD  or  DVD,  click  S3  to  close 
the  window. 


My  disc  drive  does  not  have  a  tray. 
How  do  I  insert  the  disc? 

Some  optical  drives  have  a  narrow  slot 
in  the  front  of  the  drive.  Insert  your 
disc  into  that  slot  until  it  catches  and 
inserts  itself  the  rest  of  the  way.  Press 
the  drive  button  to  eject  the  disc. 


Why  do  I  see  a  menu  when  I  insert 
some  discs? 

Windows  7  recognizes  certain  types  of 
discs,  such  as  music  CDs,  when  you 
insert  them.  Click  the  option  that  you 
prefer,  and  then  click  OK. 


Use  a  USB 
Storage  Device 


You  can  use  your  computer's  USB  drives  to 
connect  and  read  external  storage  devices. 
External  storage  devices  come  in  many  types; 
you  can  connect  an  external  hard  drive  that  is 
rectangular  in  shape  or  a  USB  flash  drive  about 
the  size  and  shape  of  your  thumb.  If  your 


system  does  not  come  with  a  memory  card 
reader,  you  can  purchase  an  external  one  and 
attach  it  using  a  USB  port. 

When  you  have  finished  working  with  a  USB 
storage  device  or  memory  card,  you  need  to 
remove  it  correctly  to  avoid  errors. 


Use  a  USB  Storage  Device 


Display  the  Contents  of  a  USB 
Storage  Device 

Q  Connect  the  USB  storage 
device  into  any  USB  port  on 
your  computer. 

The  AutoPlay  window  appears. 

Q  Click  Open  folder  to  view 
files  using  Windows  Explorer. 


The  contents  of  the  USB 
storage  device  appear. 

#  The  drive  letter  associated  with 
the  USB  storage  device 
appears  here.  In  this  example, 
the  drive  letter  is  F. 

Q  When  you  are  done  with  the 
USB  storage  device,  click  E*S. 

The  window  closes. 
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Remove  a  USB  Storage  Device 
0  Click  the  Start  button  (H). 
0  Click  Computer. 


The  Computer  window 
appears. 

0  Click  the  device  icon  that 
represents  the  USB  storage 
device. 

0  Click  Eject. 

If  the  USB  storage  device 
contents  are  currently  open  in 
a  window,  that  window  closes. 

0  Remove  the  USB  storage 
device  from  the  USB  port  on 
your  computer. 
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How  do  1  insert  a  memory  card? 
Hold  the  card  so  that  the  label  is  facing 
up.  Find  the  edge  of  the  card  that 
contains  a  series  of  small  holes  or 
metal  contacts.  Insert  that  edge  into 
the  memory  card  reader  slot  that  is  just 
wide  enough  to  hold  the  card. 


Does  it  matter  which  USB  port  I 
select  to  plug  in  my  USB  storage 
device? 

No.  On  older  computers,  some  USB 
ports  operated  at  slower  speeds  than 
others.  The  USB  ports  on  newer 
computers  all  operate  at  the  fastest 
USB  speed  available  —  USB  2.0. 


Restart  the 
Computer 


You  can  restart  your  computer,  so  that  it  shuts 
down  and  starts  up  again  immediately.  This  is 
useful  if  your  computer  is  running  slowly  or 
behaving  oddly.  Sometimes  a  restart  solves  the 
problem. 

Some  programs  or  devices  you  install  require 
that  you  restart  the  system  before  they 


function  properly.  In  addition,  some  updates 
to  Windows  require  that  you  restart  your 
computer  to  make  them  fully  functional. 
Knowing  how  to  restart  your  computer  is  useful 
under  these  circumstances  because,  if  you  are 
busy,  then  you  can  always  decide  to  restart 
your  computer  at  a  more  convenient  time. 


Restart  the  Computer  _ 

0  Shut  down  all  of  your  running 
programs. 

Note:  Be  sure  to  save  your  work  as 
you  close  your  programs. 

0  Click  the  Start  button  (H). 

0  Click  the  Shut  down  arrow  (@). 


#  A  menu  of  options  appears. 

0  Click  Restart. 

Your  computer  shuts  down 
and  then  restarts. 
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Computer 


When  you  complete  your  work  for  the  day,  you 
should  shut  down  your  computer.  Although 
some  people  leave  their  systems  on  all  the 
time,  you  really  do  not  need  to  waste  electricity 
powering  a  device  you  are  not  using. 

You  should  not  simply  shut  off  the  computer's 
power;  instead,  follow  the  proper  steps  so  that 
you  avoid  damaging  files  on  your  system. 


Shutting  off  the  computer's  power  without 
properly  exiting  programs  and  the  operating 
system  can  cause  two  problems.  First,  if  you 
have  unsaved  changes  in  some  open  documents, 
you  lose  those  changes.  Second,  you  could 
damage  one  or  more  operating  system  files, 
which  could  make  your  computer  unstable. 


Turn  Off  the  Computer 


Q  Shut  down  all  of  your  running 
programs. 

Note:  Be  sure  to  save  your  work 
as  you  close  your  programs. 

Q  Click  the  Start  button  (11). 


#  The  Windows  Start  menu 
appears. 

Q  Click  Shut  down. 

The  operating  system  shuts 
down  and  your  computer 
turns  off. 
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Learning 

Windows  7 
Basics 

Almost  all  new  PCs  have  the  Windows  7 
operating  system  installed.  You  can  use 
Windows  7  to  start  programs,  manage 
files,  connect  to  the  Internet,  and 
perform  computer  maintenance,  and  so 
having  a  basic  understanding  of  how 
Windows  7  works  is  important.  In  this 
chapter,  you  learn  about  the  Windows 
7  screen  and  Start  menu  and  how  to 
work  with  programs. 
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Explore  the 
Windows  7  Screen 


Take  a  moment  to  become  familiar  with  the 
basic  screen  elements  of  the  Windows  7 
operating  system. 

The  entire  screen  is  referred  to  as  the  Windows 
desktop,  and  you  can  store  shortcuts  to  programs 
or  Windows  features  on  the  desktop  that  you 
double-dick  to  launch  the  program  or  feature.  If 


you  prefer,  you  can  attach  those  shortcuts  to 
the  taskbar,  which  runs  along  the  bottom  of  the 
desktop,  or  the  Windows  Start  menu,  which 
appears  when  you  click  the  Start  button,  and 
simply  click  the  shortcut  to  launch  the  program  or 
feature.  Read  more  about  the  Windows  Start 
menu  in  the  next  section. 


Mouse  Pointer  Desktop  Shortcuts 

When  you  move  your  mouse,  this  A  desktop  icon  represents  a  shortcut  to  a  program  or  Windows  7 

pointer  moves  along  with  it,  identifying  feature  on  your  computer  that  you  can  double-click  to  start  or 

the  location  of  the  mouse  pointer.  launch. 


Desktop 

This  is  the  Windows  7  work  area, 
where  you  work  with  your  programs 
and  documents. 

Show  Desktop  Button 

Click  this  button  to  redisplay  the 
Windows  desktop  if  you  have 
several  programs  open  at  once, 
and  you  need  to  see  the  desktop. 

Date  and  Time 

This  is  the  current  date  and  time 
on  your  computer  based  on  the 
time  zone  you  select  when  you 
install  Windows. 


Speaker  Volume  Indicator 

Position  the  mouse  pointer  over 
this  indicator  to  see  the  current 
speaker  volume  level;  click  the 
indicator  to  adjust  the  volume. 

Internet  Access  Indicator 

Position  the  mouse  pointer  over 
this  button  to  see  if  you  are 
currently  connected  to  the 
Internet. 


Actions  Center 

This  area  displays  balloons 
that  notify  you  about  things 
happening  on  your  computer. 

Hidden  Icons 

Click  this  button  to  see  programs 
running  in  the  background,  such 
as  your  antivirus  program. 

Start  Button 

Use  this  button  to  start  programs 
and  launch  many  of  the 
Windows  7  features. 


Taskbar 

Buttons  for  programs  that  you 
have  opened  appear  highlighted 
in  the  taskbar.  Use  this  area  to 
switch  between  programs. 

Programs  Pinned  to  the 
Taskbar 

Pin  programs  you  use  frequently 
to  the  taskbar  by  right-clicking  the 
program  shortcut  and  choosing 
Pin  to  Taskbar.  Click  any  button 
pinned  to  the  taskbar  to  start  that 
program. 
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the  Start  Menu 


The  Windows  Start  menu  appears  when  you 
click  the  Start  button  and  provides  access  to 
programs  installed  on  your  computer  and 
Windows  features  such  as  the  Windows  Control 
Panel  or  the  Devices  and  Printers  window. 

You  can  think  of  the  Windows  Start  menu  in 
two  columns:  The  left  column  lists  shortcuts  to 


frequently  used  programs  and  the  right  column 
lists  shortcuts  to  frequently  used  Windows 
features.  The  left  column  changes  based  on  the 
programs  you  use,  whereas  the  right  column 
remains  static.  You  can  customize  the  left 
column  to  always  display  programs  of  your 
choice  at  the  top. 


Programs  Pinned  to  the  Start  Menu 

By  default,  no  programs  appear  here,  but  you  can  add  them  by  right-clicking  a  shortcut  on  your  desktop  or 
in  a  folder  in  the  All  Programs  list  and  selecting  Pin  to  Start  Menu.  Windows  7  then  places  a  shortcut  for 
that  program  permanently  at  the  top  of  the  Start  menu;  a  line  separates  shortcuts  pinned  to  the  Start  menu 
from  shortcuts  for  frequently  used  programs. 


Frequently  Used  Programs 

This  list  initially  displays  common 
accessory  programs  included  with 
Windows  7.  You  can  customize  the 
list  to  instead  display  programs  you 
open  frequently  based  on  your 
usage. 

User  Account  Picture 
This  small  picture  is  associated  with 
the  account  you  use  to  log  into 
Windows.  You  can  change  this 
picture. 

Windows  Features 

Commonly  used  Windows  features 
appear  here;  you  can  customize  this 
list  to  include  or  exclude  features. 


Start  Button 

Use  this  button  to 
open  and  display  the 
Windows  Start  menu. 


IP 


Search  Bar 

You  can  search  for  files,  programs,  and 
help  by  clicking  in  the  Search  bar  and 
typing  something  that  represents  what 
you  want  to  find. 


All  Programs 

Click  here  to  see  a  list  of  the  programs 
installed  on  your  computer.  Most 
appear  in  folders,  and  you  can  start  the 
programs  using  the  items  listed  in  the 
folder;  see  the  next  section  for  details. 


Start  a 
Program 


To  work  with  any  program,  you  must  first  tell 
Windows  7  what  program  you  want  to  run.  To 
launch  a  program,  you  can  use  the  Windows 
Start  menu.  The  All  Programs  command  on  the 
Start  menu  displays  a  list  of  folders 
representing  the  programs  installed  on  your 
computer;  each  folder  contains  shortcuts  that 
launch  programs. 


You  also  can  launch  a  program  by  double¬ 
clicking  a  desktop  shortcut  if  your  program 
installed  one,  selecting  an  item  that  appears  in 
the  Frequently  Used  Program  list  on  the  Start 
menu,  or  clicking  an  item  pinned  to  the  Start 
menu  or  the  Windows  taskbar. 


Start  a  Program 


Q  Click  the  Start  button  (H). 

The  Start  menu  appears. 

Note:  If  the  program  you  want  to 
launch  appears  on  the  Start  menu, 
click  the  program  and  skip  the  rest 
of  the  steps  in  this  section. 

Q  Click  All  Programs. 

The  All  Programs  menu  appears. 

Note:  When  you  click  All 
Programs,  the  All  Programs 
command  changes  to  Back. 

Q  Click  the  folder  that  contains  your 
program. 

Note:  Shortcuts  that  launch 
programs  can  appear  directly  on 
the  All  Programs  menu  or  in 
folders. 

0  Click  the  shortcut  for  the  program 
that  you  want  to  start. 

#  The  program  appears  on  the 
desktop. 

#  Windows  7  adds  a  highlighted 
button  for  the  program  to  the 
taskbar. 


Note:  To  shut  down  a  program 
when  you  finish  using  it,  press  CD  + 
CD  or  click  the  Close  button  (E3). 


4 


Tour  a  Program 
Window 


When  you  start  a  program,  it  appears  on  the 
Windows  7  desktop  in  its  own  window;  either 
the  program's  window  fills  the  screen,  hiding 
the  desktop,  or  you  can  see  the  desktop  behind 
the  program's  window.  Using  options  in  the 
program's  window,  you  can  control  whether 


the  program  fills  the  screen  or  displays  the 
Windows  desktop  in  the  background. 

You  work  with  a  program  using  the  various 
features  in  its  window,  and  all  Windows 
programs  share  most  of  the  features  described 
in  this  section. 


System  Menu  Button 

Click  this  button  to  move, 
size,  and  perform  other 
program  window  actions 
using  the  keyboard. 


Toolbar 

The  toolbar  contains  buttons  that  offer  easy 
access  to  common  program  commands  and 
features  without  opening  menus  or  changing 
Ribbon  tabs.  In  programs  that  contain  a  Ribbon, 
the  toolbar  is  called  the  Quick  Access  Toolbar. 
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Close  Button 

Ribbon 

Status  Bar 

Title  Bar 

The  title  bar  displays  the 
name  of  the  program  and, 
in  some  programs,  the 
name  of  the  open 
document.  To  move  the 
window,  click  and  drag 
the  title  bar. 

Minimize  Button 

Click  the  Minimize  button 
(I  o  I)  to  hide  the  window 
and  display  only  a  button 
in  the  Windows  taskbar 
that  represents  the  window. 

Maximize  Button 

Click  the  Maximize  button 
(I  a  |)  to  enlarge  the 
window  so  that  it  fills  the 
entire  screen  and  hides  the 
Windows  desktop.  The 
Maximize  button  then 
changes  to  the  Restore 
button;  click  the  Restore 
button  (ELI)  to  display 
the  window  with  a  portion 
of  the  Windows  desktop 
visible  in  the  background. 


Scrollbar 


When  you  click  the 
Close  button  (l*£3*l). 
the  program  shuts 
down. 


Many  newer  programs  use  a 
Ribbon  that  replaces  the 
menu  bar.  These  programs 
usually  still  contain  a  toolbar, 
but  it  appears  above  the 
Ribbon  and  beside  the 
system  menu  button. 


The  status  bar 
displays  information 
about  the  current 
state  of  the  program 
or  document. 


Use  the  scroll  bar  to  navigate 
a  document.  In  a  vertical  scroll 
bar,  click  Scroll  Up  (□)  to 
navigate  up,  and  click  Scroll 
Down  (□)  to  navigate  down. 
You  can  use  a  horizontal  scroll 
bar  to  navigate  left  and  right  in 
a  document. 


Select  a  Command 
Using  the  Ribbon 


The  Ribbon  contains  the  commands  you  use  to 
operate  the  program.  The  Ribbon  is  organized  in 
three  components:  tabs,  groups,  and  commands. 
Tabs  represent  common  actions  you  take  in  the 
program.  They  appear  across  the  top  of  the 
Ribbon.  In  some  programs,  such  as  Microsoft 
Word  or  Excel,  you  find  context-sensitive  tabs 
that  appear  only  when  you  need  them. 


On  each  Ribbon  tab,  you  find  buttons 
representing  commands.  The  buttons  are 
organized  into  groups  of  related  commands, 
and  the  name  of  each  group  appears  below 
that  group  on  the  Ribbon.  You  can  choose  a 
command  from  the  Ribbon  using  either  the 
keyboard  or  the  mouse. 


Select  a  Command  Using  the  Ribbon 


Use  the  Keyboard 

O  Press  G3. 

#  Shortcut  letters  and  numbers 
appear  on  the  Ribbon  and  the 
Quick  Access  Toolbar. 

Q  Press  a  letter  to  select  a  tab  on 
the  Ribbon. 


This  example  uses  Q  to  select 
the  Home  tab. 


#  The  appropriate  tab  appears, 
displaying  letters  for  each 
command  on  that  tab. 

Q  Press  a  letter  or  letters  to  select 
a  command. 
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#  Options  for  the  command  you 
selected  appear  if  necessary; 
otherwise,  the  program 
performs  the  command. 

Use  the  Mouse 

Q  Click  the  tab  containing  the 
command. 

Q  Click  the  command. 

#  The  program  performs  the 
command. 


pitfy 


What  is  the  Quick  Access  Toolbar? 

Early  versions  of  Microsoft  programs  contained  menus 
and  multiple  toolbars.  Later  versions  of  Microsoft 
programs  contain  the  Ribbon  and  only  one  toolbar, 
the  Quick  Access  Toolbar,  and  the  Quick  Access 
Toolbar  contains  the  most  commonly  used  commands, 
such  as  Save  or  Undo.  If  you  click  0,  you  can  add 
commands  to  the  Quick  Access  Toolbar  to  customize  it. 


What  should  I  do  if 
I  press  the  wrong 
letter  for  a  tab? 

You  can  press  fip. 
The  program  again 
displays  the  letters 
and  numbers  for  the 
tabs  and  Quick  Access 
Toolbar. 


Select  a  Command  Using 
a  Menu  or  Toolbar 


Many  programs  have  a  combination  of  menus  and 
toolbars  you  can  use  to  perform  various  functions 
in  the  program.  Menus  display  a  list  of  commands 
you  can  select,  like  a  restaurant's  menu  presents 
the  choices  of  food  you  can  order.  Computer 
program  menus  are  also  called  drop-down  menus 
because  the  list  of  commands  "drops  down" 
on-screen  when  you  open  the  menu. 


Many  programs  display  one  or  more  toolbars, 
usually  at  the  top  of  the  application  window 
below  the  menus.  Toolbars  are  collections  of 
buttons  representing  commands  on  menus; 
toolbars  enable  you  to  access  the  program's 
most  common  features  quickly  with  a  single  click. 


Select  a  Command  Using  a  Menu  or  Toolbar 


Select  a  Menu  Command 

Q  Click  the  name  of  the  menu 
that  you  want  to  display. 

#  The  program  displays  the  menu. 

Q  Click  the  command  that  you 
want  to  run. 

The  program  performs  the 
command. 


Select  a  Toolbar  Command 

Q  Click  the  toolbar  button  that 
represents  the  command. 

0  The  program  runs  the 
command. 

Note:  If  the  toolbar  button 
appears  “ pressed "  after  you  click 
it,  the  button  toggles  a  feature 
on  or  off,  and  that  feature  is  now 
on.  To  turn  the  feature  off,  click 
the  button  again. 
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Box  Options 


You  use  dialog  boxes  to  provide  information  to 
a  program.  For  example,  a  dialog  box  in  a 
word-processing  application  like  Microsoft  Word 
or  Corel  WordPerfect  contains  controls  that 
enable  you  to  select  page  margins.  You  provide 
information  using  the  various  types  of  options 
in  the  dialog  box. 


Dialog  boxes  appear  when  you  click  any 
command  on  a  menu  that  has  ellipses  (...)  after 
its  name  or  when  you  click  a  dialog  box  launcher 
button  in  the  lower  right  corner  of  a  group  on  a 
Ribbon.  None  of  the  programs  included  in 
Windows  7  have  dialog  box  launcher  buttons, 
but  programs  you  buy,  such  as  Microsoft  Word 
or  Excel,  contain  them. 


Tab 


List  Box 


Check  Box 


Dialog  boxes  contain  tabs  to  help 
organize  all  of  the  available  choices. 

If  necessary,  a  dialog  box  can  contain 
multiple  tabs. 
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A  list  box  displays  a  relatively 
large  number  of  choices  in 
either  a  horizontal  or  vertical 
list.  If  you  do  not  see  the  item 
you  want  to  select,  you  can 
click  the  scroll  arrows  on  either 
end  of  the  list  box's  scroll  bar. 

Option  Button 

You  can  click  one  option 
button  in  any  group  of  option 
buttons  to  make  a  selection. 
When  you  click  an  option 
button,  it  changes  from 
©  to  #. 


Combo  Box 

The  combo  box  combines  both 
a  text  box  and  a  list  box.  The 
list  box  displays  a  list  of 
choices  from  which  you  select 
the  item  you  want.  To  select 
an  item,  you  can  click  an  item 
in  the  list  or  type  a  list  item's 
name  in  the  text  box. 

Command  Button 


You  can  click  a  check  box  to 
make  a  selection  and  click  the 
check  box  again  to  cancel  the 
selection.  If  you  click  a  check 
box  to  make  a  selection,  the 
check  box  changes  from  □ 
to  H3.  When  you  cancel  a 
selection,  the  check  box 
changes  from  @  to  Q. 

Spin  Button 

The  spin  button  (□)  enables 
you  to  choose  a  numeric  value 
using  your  mouse.  You  also 
can  type  the  value  in  the  text 
box  beside  the  spin  button. 


Drop-Down  List  Box 

A  drop-down  list  box  displays 
only  the  selected  item  from  a 
list.  You  can  click  the  arrow 
(□)  beside  the  list  to  select  a 
different  item. 


You  can  click  a  command  button  to  run  the  command  written 
on  the  button  face.  For  example,  you  can  click  OK  to  apply 
settings  that  you  choose  in  a  dialog  box,  or  you  can  click  Cancel 
to  close  the  dialog  box  without  changing  the  settings. 


Use  Dialog 
Box  Controls 


You  can  use  options  in  dialog  boxes  to  control 
how  a  program  behaves.  Dialog  boxes  appear 
frequently,  enabling  you  to  specify  settings  for 
different  features  in  the  program.  Suppose  that 
you  want  to  print  a  document.  You  can  display 
the  Print  dialog  box  to  control  the  way  the 


document  prints.  For  example,  you  can  select  a 
printer  from  those  listed  in  the  dialog  box,  use 
option  buttons  to  specify  how  much  of  the 
document  you  want  to  print,  and  use  spinner 
buttons  to  identify  the  number  of  copies  that 
you  want  to  print. 


Use  Dialog  Box  Controls 


Type  Text  in  a  Text  Box 

Q  Click  inside  the  text  box. 

•  A  blinking,  vertical  bar  called 
the  insertion  point  appears 
inside  the  text  box. 


Note:  Some  people  mistakenly 
call  the  insertion  point  the 
cursor. 


Backspace  Delete 


to 


Q  Press - - - ^ 

delete  any  existing  characters. 

Q  Type  your  text. 


Enter  a  Value  with  a  Spin  Box 

o  Click  the  top  arrow  in  the 
spinner  box  (0)  to  increase 
the  value. 

Q  Click  the  bottom  arrow  to 
decrease  the  value. 

•  You  can  also  type  the  value 
in  the  text  box. 
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Select  a  Drop-Down  List  Box  Item 

Q  Click  0  to  open  the  list  and 
display  the  item  that  you  want 
to  select. 

Q  Click  the  item. 

The  list  box  closes,  and  your 
selection  appears. 


Select  an  Item  from  a  Combo  Box 

Q  Click  the  item  that  you  want 
to  select. 

#  You  can  type  the  item  name 
in  the  text  box. 

#  If  you  cannot  see  the  item  you 
want  to  select,  click  □  or  □ 
to  scroll  through  the  list  and 
find  it. 


Are  there  keyboard  shortcuts  that  I  can  use  to  make  it  easier  to  work  with  dialog  boxes? 

Yes.  Here  are  the  most  useful  shortcuts: 


Enter 


iHtfl  +  letter 


Shift  H  Tab 


and 


01  +  0 


Selects  the  default  command  button,  which  is  indicated  with  a  highlight  around  it. 


Closes  the  dialog  box  without  making  any  changes.  This  action  is  the  same  as  clicking  Cancel. 


Selects  the  control  that  contains  the  underlined  letter. 


Moves  forward  through  the  dialog  box  controls. 


Moves  backward  through  the  dialog  box  controls. 


Moves  up  and  down  within  the  current  option  button  group. 


Displays  the  selected  combo  box  or  drop-down  list  box. 


Save  a 
Document 


You  save  a  document  to  preserve  the  work  you 
have  done  on  the  document.  If  you  save  your 
document,  you  also  can  close  the  program,  shut 
down  your  computer,  come  back  another  day 
or  time,  and  reopen  the  document  to  make 
changes  to  it. 


While  you  work  on  a  document,  the  program 
you  are  using  stores  the  changes  you  make  to 
the  document  in  your  computer's  memory.  When 
you  close  the  program,  it  erases  the  information 
it  stored  in  memory.  If  you  save  your  document 
before  you  close  the  program,  you  preserve  your 
changes  on  your  computer's  hard  drive. 


Save  a  Document 


o  Click  the  File  button  (□). 


Note:  Several  Windows  7  programs 
use  a  Ribbon  interface  that  does  not 
display  File. 

Q  Click  Save. 


In  most  programs,  you  can  also 
press  ED  +  O  or  click  the  Save 
button  (y). 


If  you  have  saved  the  document 
previously,  your  changes  are  now 
preserved,  and  you  can  skip  the 
rest  of  the  steps  in  this  section. 


If  you  have  not  previously  saved 
this  document,  the  Save  As  dialog 
box  appears. 


#  Most  programs  automatically 
select  the  Documents  folder  as  the 
storage  location  for  the  file. 


#  If  you  want  to  save  the  document 
elsewhere,  click  the  name  of  the 
folder  in  this  list. 


If  you  want  to  create  a  new  folder, 
click  New  folder,  type  the  folder 
name,  and  then  press 


Enter 
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Recent  clotumrnH 
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Q  Click  in  the  File  name  text  box 
and  type  a  name  for  the 
document. 

Note:  The  filename  can  be  up 
to  2 55  characters  long;  it  cannot 
include  the  following  characters: 
< 

0  Click  Save. 


- wm 


t  Whistling  Duck  -  WcxdPad 

Horne 


-  A 

m 


-  18  v  A  \  iF  iF  :=  '  ;=• 

*■  x-  x  s  -  A-  '*:■  <B  i 

Font  Paragraph 


tel 


0  H 


Picture  Paint  Date  and  Insert 
'  drawing  time  object 


Find 


Black-Bellied  Whistling  Duck 


The  black-bellied  whistling  duck  can  be  found  in  streams  and  ponds  lined  with  trees. 
It  breeds  in  southern  Arizona,  resides  in  southern  Texas,  and  has  been  introduced  in  Florida. 


#  The  filename  that  you  typed 
appears  in  the  program's  title 
bar. 


Can  1  create  different  types  of  documents  in  a  program? 
Yes,  in  some  cases.  Using  WordPad  you  can  create  word¬ 
processing  documents,  which  can  contain  both  text  and 
graphics,  and  text  documents,  which  can  contain  only  text. 
However,  Notepad  supports  only  text  documents.  If  the 
program  supports  multiple  document  types,  the  Save  As  dialog 
box  usually  has  a  drop-down  list  called  Save  As  Type.  Use  that 
list  to  choose  the  document  type  that  you  want. 


Can  anyone  open 
and  read  my 
documents? 

Anyone  using  any 
version  of  Windows 
can  read  documents 
you  create  in  any 
program  that  ships 
with  Windows. 


Open  a 
Document 


To  work  with  a  document  that  you  have  saved 
in  the  past,  you  can  open  it  in  the  program 
that  you  used  to  create  it. 

Typically,  when  you  finish  working  on  a 
document  and  save  it,  you  exit  from  the 
program,  closing  the  document;  in  the 
background,  Windows  7  keeps  a  record  of 


where,  on  your  hard  drive,  the  file  resides.  To 
make  changes  to  the  document,  you  open  it. 
When  you  open  a  document,  Windows  7  locates 
the  file  on  your  hard  drive  and  passes  the 
location  information  to  the  program  so  that  the 
program  can  redisplay  the  document  on-screen. 


Open  a  Document 


0  Start  the  program  you  want  to  use. 

0  Click  the  File  button  (□). 

Note:  If  you  see  a  list  of  the  most 
recently  opened  documents  and  the 
document  you  want  appears  in  the 
list,  click  the  name  to  open  it.  You 
can  then  skip  the  rest  of  the  steps. 


0  Click  Open. 

In  most  programs,  you  can  also 


press 


+  0 


The  Open  dialog  box  appears. 

#  Most  programs  automatically 
display  the  contents  of  the 
Documents  folder. 

#  If  you  want  to  display  a  different 
folder,  click  the  name  of  the  folder 
in  this  list. 

#  If  you  stored  the  document  in  a 
folder  inside  the  Documents  folder, 
double-click  that  folder  here. 
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GO  ns 
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►  Libraries  ►  Documents  ► 

Organize  »  New  folder 


'■)+>((  Seaxb  Qocurvents  p  j 

•  3  ® 


>i'  Favorites 
£  Desktop 
Jfi  Downloads 
^  Recent  Places 

3  Libraries 
0  Documents 
J}  Music 
^  Pictures 
8  Videos 

Homegroup 
X  Elaine  J.  Marmel  (AM 
X  Elaine  Marmel  (AMD- 


&  Computer 
£,  Local  Disk  (CO 

CD  Drive  (D:)VirtualB  ^  ,  ; — 


Documents  library 

Includes:  2  locations 


Name 

jfi  Fax 

k  Scanned  Documents 
G  Whistling  Duck 


Date  modified 

6/19/2010  8:52  AM 
6/18/2010  154  PM 
6/24/2010  107  PM 


Anantje  by:  Folder 
Type 


Size 


File  folder 
File  folder 
Rich  Text  Doettmc... 


File  name:  Whistling  Duck 


▼  lAIIWordpad  Documents  (*.rtf. 
Open  |^j  Q  Cancel 


O  Click  the  document. 

#  The  name  of  the  document 
you  select  appears  here. 

0  Click  Open. 


'STsSlM 


Whistling  Duck  -  WordPad 


Paste  B 

Clipboard 


4 


’18  *  A‘  a' 

aU  x.  x  /  ’ 

font 


m  mm  n 

>  •  •  •  2  •  •  • 


H 

Picture  Paint  Date  and  Insert 

drawing  time  object  iQ;  Select  all 


^  Find 
Replace 


Insert 


tdlting 


Black-Bellied  Whistling  Duck 


The  black-bellied  whistling  duck  can  be  found  in  streams  and  ponds  lined  with  trees. 
It  breeds  in  southern  Arizona,  resides  in  southern  Texas,  and  has  been  Introduced  In  Florida. 


#  The  document  appears  in  the 
program  window. 


Is  there  another  way  to  open  a  document? 

Yes.  You  can  open  the  folder  that  contains  the  document  and  then  double-click 
the  document.  Windows  7  automatically  launches  the  program  and  opens  the 
document.  To  do  so,  click  the  Start  button  (H)  and  then  click  Documents  to 
display  the  Documents  folder.  Double-click  the  document.  Windows  7  starts  the 
program  in  which  you  created  the  document  and  opens  the  document. 


Switch  Between 
Open  Programs 


In  Windows  7,  you  can  run  more  than  one 
program  simultaneously  —  a  technique  known 
as  multitasking.  For  example,  you  can  work  on 
a  word-processing  document,  use  your  e-mail 
program,  and  browse  the  Web.  The  number  of 
programs  you  can  use  simultaneously  is  limited 
only  by  the  amount  of  memory  each  program 
needs  and  the  amount  of  memory  in  your 
computer. 


When  you  multitask,  you  need  to  know  how  to 
switch  from  one  program  to  another  using 
either  the  mouse  or  the  keyboard.  If  you  are 
using  one  of  the  Aero  themes  in  Windows  7, 
you  also  can  use  Aero  Flip  3D  to  switch 
between  open  programs  and  windows. 


Switch  Between  Open  Programs 

Switch  Using  the  Taskbar 

Q  Open  at  least  two  different 
programs  using  the  steps  in 
the  section  "Start  a  Program." 

#  You  can  position  the  mouse 
pointer  over  a  taskbar  button 
to  see  the  name  of  the 
program  and  open  the 
document  in  that  program. 

Q  Click  the  taskbar  button  of  the 
program  to  which  you  want  to 
switch. 


#  Windows  7  brings  the  program 
window  to  the  foreground. 


j  I  WM'ltoq  IX*  V  Wa#«l 

>K--t  Ww 
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Switch  Using  the  Keyboard 

G  Open  at  least  two  different 
programs  using  the  steps  in 
the  section  "Start  a  Program." 

G  Press  m+m. 

#  Windows  7  displays  thumbnail 
versions  of  the  open  windows. 

G  Press  SS3  repeatedly  until 
Windows  7  selects  the 
program  you  want  to  use. 


G  Release  Q3- 

#  The  program  you  selected 
appears  in  the  foreground  of 
your  screen. 


^ow  do  I  use  Aero  Flip  3D? 

Press  and  hold  Q  and  then  press  Q.  Windows  7  displays  a  3D  rendering  of  all 
open  windows.  Repeatedly  pressing  CZ3  brings  the  next  window  in  the  stack  to  the 
forefront.  Aero  Flip  3D  displays  the  contents  of  the  window  rather  than  thumbnail 
representations.  Release  Q  when  you  find  the  window  you  want  to  use. 


Print  a 
Document 


When  you  need  a  paper  copy  of  your 
document,  either  for  your  files  or  to  distribute 
to  someone  else,  you  can  send  the  document  to 
your  printer.  If  you  have  more  than  one  printer, 
you  can  specify  the  printer  you  want  to  use. 
Before  you  print,  you  can  indicate  the  number 
of  copies  you  want  to  print  and,  in  many 


programs,  you  can  opt  to  print  only  a  part  of 
your  document;  for  example,  you  can  print 
selected  text,  a  particular  page,  or  a  range 
of  pages. 

Before  printing,  be  sure  to  turn  on  your  printer 
and  check  that  it  has  enough  paper. 


Print  a  Document 


©  Open  the  document  that  you 
want  to  print. 


©  Click  the  File  button  (Q). 
©  Click  Print. 


Note:  In  many  programs,  you 
can  select  the  Print  command  by 
pressing  GSD  +  Q. 


— 
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Black  Bellied  Whistling  Duck] 


The  UK*  betlied  urNrtlinf  due*  can  be  found  in  streams  end  ponds  lined  with  trees, 
n  breeds  in  southern  An  root,  resides  in  southern  Terns,  end  hes  been  introduced  In  Floride. 


Duck  WordPed 


Pievsew  end  print  I  he  document 
Pres* 

Select  pnnter,  number  of  copies,  end  other 
pnntmg  options  before  pnrtting. 


QuKk  print 

Send  the  document  directly  to  the  default 
printer  without  meting  changes. 


X 


Pies*  preview 

Preview  and  make  changes  to  pages  before 
printing. 
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!i  Print 

Genecal  ! 


jgj 


Select  Ptinte» 

Add  Printer  fflfB Microsoft XPSDoci 

i^Fax  <?£>SnagitlQ 

^  HP  LaserJet  4200/4300  PCL6  on  AMD-740-5000  fiSfi  Snaglt  8 


Status: 

Location; 

Comment: 

Page  Range 
I  Q  All 

Selection 

©  Pages; 


m 

Ready 


A 


13  Print  to  file  i  Preferences  J 


|  Find  Printer... 


Current  Page 

1-65535 


Number  of  copies:  1 

(71  Collate 


Enter  either  a  single  page  number  or  a  single 
page  range.  For  example,  5-1 2 


1.2'3  i.2-3 


Tj  [  Apply 


Black-Bellied  Whistling  Duck 

The  black-bellied  whistling  duck  can  be  found  in  streams  and  ponds  lined  with  trees. 
It  breeds  In  southern  Ariiona,  resides  In  southern  Texas,  and  has  been  Introduced  in  Florida. 


The  Print  dialog  box  appears. 

Note :  The  layout  of  the  Print 
dialog  box  varies  from  program 
to  program.  The  Word  Pad 
version  shown  here  is  a  typical 
example. 

0  If  you  have  more  than  one 
printer,  click  the  printer  that 
you  want  to  use. 

0  Click  the  Number  of  copies  E3 

to  specify  the  number  of 
copies  that  you  want  to  print. 

0  Click  Print. 

In  many  programs,  you  can 
send  a  document  directly  to 
the  printer  by  clicking  the 
Print  button  (m). 

Windows  7  prints  the 
document. 

#  The  print  icon  appears  in  the 
taskbar's  Notification  area 
while  the  document  prints. 


•  Print  selected  text:  Select  the  text  that  you  want  to  print.  In  the  Print  dialog  box,  click  the 
Selection  option  (©  changes  to  (§)). 


•  Print  a  specific  page:  Place  the  insertion  point  on  the  page  that  you  want  to  print.  In  the 
Print  dialog  box,  click  the  Current  Page  option  (©  changes  to  (§)). 

•  Print  a  range  of  pages:  In  the  Print  dialog  box,  click  the  Pages  option  (@  changes  to  (§)) 
and  type  the  first  page  number,  then  a  dash  (-),  and  then  the  last  page  number. 


Edit  Document 
Text 


When  you  work  with  a  character-based  file, 
such  as  a  text  or  word-processing  document  or 
an  e-mail  message,  you  need  to  know  the  basic 
techniques  for  editing  text.  The  four 
fundamental  editing  actions  you  take  are 
deleting,  selecting,  copying,  and  moving  text. 


Deleting  text  does  exactly  what  you  expect:  It 
removes  information  from  a  document,  and  you 

and  M  keys  to  delete 


can  use  the 
characters. 


Delete 


You  select  text  to  identify  the  text  you  want  to 
work  on.  You  select  text  to  delete  it,  underline 
it,  align  it,  change  its  size,  copy  it,  or  move  it. 


Edit  Document  Text 


Delete  Characters 

Q  In  a  text  document,  dick 
immediately  to  the  left  of  the 
first  character  that  you  want  to 
delete. 

•  The  insertion  point  appears 
before  the  character. 

Q  Press  until  you  have 
deleted  all  the  characters  that 
you  want  removed. 

#  The  characters  disappear  from 
the  document. 

Note:  An  alternative  method  is 
to  click  immediately  to  the  right 
of  the  last  character  that  you 
want  to  delete  and  then  to  press 
until  you  have  deleted 
all  necessary  characters. 

Note:  If  you  make  a  mistake, 
immediately  click  Edit,  and  then 
click  Undo.  You  can  also  press 
GD  +  0  or  click  the  Undo 
button  (0J. 


Physic iU  Chafacte ristics 

Generally!  20-22  *.  the  black-bellied  whistling  duck  is  a  Urge,  long-legged,  long¬ 
necked  duck  The  adult  has  a  bright  orange  bill  pin!  legs,  a  gray  face  and  upper  neck 
,;lth  whit*  eye  ring  This  duck  sports  a  chestnut  cap,  nape,  lower  neck,  chest  and  back, 
and  a  blacl  belly  White  secondary  coverts  and  white  bases  to  the  black  primaries  and 
secondaries  create  a  long  wing  stripe  In  flight  and  a  visible  pale  patch  at  rest. 


Physic  itl  C  lidyuc  tcitstic  s 

Generally!  the  black-bellied  whistling  duck  is  a  large,  long-legged,  long-necked 
dud  The  adult  has  a  bright  orange  bill  pink  legs,  a  gray  face  and  upper  neck  with  white 
eye  ring  This  duck  sports  a  chestnut  cap,  nape,  lower  neck,  chest  and  back,  and  a  black 
belly  White  secondary  coverts  and  white  bases  to  the  black  primaries  and  secondaries 
create  a  long  wing  stripe  in  flight  and  a  visible  pale  patch  at  rest. 
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{Physical  Characteristics 

A  Generally  20-22",  the  black-bellied  whistling  duck  is  a  large,  long-legged,  long- 
^^hcked  duck.  The  adult  has  a  bright  orange  bill,  pink  legs,  a  gray  face  and  upper  neck 
^mth  white  eye  ring.  This  duck  sports  a  chestnut  cap,  nape,  lower  neck,  chest  and  back, 
and  a  black  belly.  White  secondary  coverts  and  white  bases  to  the  black  primaries  and 
secondaries  create  a  long  wing  stripe  in  flight  and  a  visible  pale  patch  at  rest. 


l’iiysH  ;il  t  Tivii-.k  toi  isiii  s  k 

Generally  20-22",  the  black-bellied  whistling  duck  is  a  large,  long-legged,  longj 
necked  duck.  The  adult  has  a  bright  orange  bill,  pink  legs,  a  gray  face  and  upper  neck  | 
with  white  eye  ring.  This  duck  sports  a  chestnut  cap,  nape,  lower  neck,  chest  and  back, 
and  a  black  belly.  White  secondary  coverts  and  white  bases  to  the  black  primaries  and  | 
secondaries  create  a  long  wing  stripe  in  flight  and  a  visible  pale  patch  at  rest.  I 


Select  Text  for  Editing 

Q  Click  immediately  to  the  left  of 
the  first  character  you  want  to 
select. 


Q  Click  and  drag  across  the  text 
that  you  want  to  select. 

Q  Release  the  mouse  button. 

#  The  program  highlights  the 
selected  text. 


Are  there  any  shortcut  methods  for  selecting  text  in  WordPad? 

Yes.  Here  are  the  most  useful  ones: 

•  Click  in  the  white  space  to  the  left  of  a  line  to  select  the  line. 

•  Double-click  a  word  to  select  it. 

•  Triple-click  inside  a  paragraph  to  select  it. 

•  Press  +  Q  to  select  the  entire  document. 


continued 


Edit  Document 

Text  (continued) 


Once  you  select  text,  you  can  then  copy  or 
move  the  text  to  another  location  in  your 
document. 

You  move  text  to  change  its  location  in  a 
document.  For  example,  after  typing 
information,  you  might  decide  that  it  would 
make  more  sense  in  a  different  place  in  the 
document. 


You  copy  text  when  you  want  to  repeat  the 
exact  same  information  in  another  location. 
Copying  information  from  one  place  in  a 
document  to  another  and  then  changing 
information  can  be  faster  than  retyping  the 
information.  For  example,  if  a  list  of  items  is 
similar,  copy  the  first  and  then  edit  the 
subsequent  occurrences. 


Edit  Document  Text  (continued) 


Move  Text 


Q  Select  the  text  that  you  want  to 
move. 


0  Click  the  Cut  button  (□). 


Note:  In  most  programs,  you 
can  also  press  ED  +  □ 


Note:  In  programs  without  a 
Ribbon,  click  the  Edit  menu  and 
then  click  Cut 


The  program  removes  the  text 
from  the  document. 

0  Click  in  the  document  at  the 
position  where  you  want  to 
move  the  text. 


0  Click  the  Paste  button  (H). 


Note:  In  most  programs,  you 
can  also  press  ED  +  0- 


Tha  Nad -balllad  whistttof  <*kI  can  b«  found  In  straams  and  ponds  lin«d  with  ttaas 
R  N  aads  In  tout  ha  in  AiUona  tasldas  In  southatn  TV  as  and  has  baan  Intioducad  In  Florida 

Phytic  a|  Characteristics 

GanaraMy  20-22*  tha  bla'I  -balllad  v/histlinf  duel  is  a  laifa,  lonf-laffad.  lonf- 
M'l«d  duel  TV>«  odulthas  a  b«i(ht  oranfa  bill  plnl  lafs  a  fray  f*'*  and  uppar  nad 
with  whata  aya  rtnf  This  duel  sports  a  ehastnut  <ap  napa  lowar  nael  ehast  and  bacl. 
and  a  Nael  baity  Whita  sae ondary  eovarts  and  v/hlta  basas  to  tha  Nael  prlmatlas  and 
saeoodanas  craata  a  lonf  winf  strtpa  in  ftifht  and  a  vIsiNa  pala  patch  at  rast 


Note:  In  programs  without  a 
Ribbon,  click  the  Edit  menu  and 
then  click  Paste. 


•  The  program  inserts  the  text  at 
the  position  of  the  insertion 
point. 
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Jane  Smith 

Memorial  Sprinklers,  LLC 
4516  Memorial  Hwy..  Suite  200 
Phoenix,  AZ  S5000 

Dear  Ms.  Smith: 

Thank  you  for  selecting  Mannel  Enterprises,  LLC  to  assist  you  in  using  some  of  your  Microsoft 
Office  products,  specifically  Microsoft  Word  2010  and  Microsoft  Excel  2010.  Mannel 
Enterprises,  LLC  looks  forward  to  helping  you  choose  how  best  to  use  these  programs  to  meet 
your  needs  and  to  possibly  provide  support  for  Microsoft  Project  as  well. 

As  we  agreed,  training  classes  will  be  held  as  follows: 


Please  be  aware  that  these  progr  ams  are  multi-faceted  and  can  be  used  In  different  ways  by 
different  people.  Because  each  user  can  use  each  program  differently,  please  understand  the 
following  in  retaining  Mannel  Enterprises.  LLC; 
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Jane  Smith 

Memorial  Sprinklers.  LLC 
4S16  Memorial  Hwy.,  Suite  200 
Phoenix,  AZ  S5000 

Dear  Ms.  Smith: 

Thank  you  for  selecting  Mannel  Enterprises,  LLC  to  assist  you  in  using  some  of  your  Microsoft 
Office  products,  specifically  Microsoft  Word  2010  and  Microsoft  Excel  2010.  Mannel 
Enterprises.  LLC  looks  forward  to  helping  you  choose  how  best  to  use  these  programs  to  meet 
your  needs  and  to  possibly  provide  support  for  Microsoft  Project  as  well. 

As  we  agreed,  training  classes  will  be  held  as  follows: 


€K 


Classl 

jclassl 


July  19 
July  19 


Please  be  aware  that  these  programs  are  multi-faceted  and  can  be  used  In  different  ways  by 
different  people.  Because  each  user  can  use  each  program  differently,  please  understand  the 
following  In  retaining  Mannel  Enterprises,  LLC: 


Copy  Text 

Q  Select  the  text  that  you  want  to 
copy. 

0  Click  the  Copy  button  (□). 


Note:  In  most  programs,  you 
can  also  press  GD  +  Q. 


Note :  In  programs  without  a 
Ribbon,  click  the  Edit  menu  and 
then  click  Copy. 


0  Click  in  the  document  at  the 
position  where  you  want  the 
copy  of  the  text  to  appear. 

0  Click  the  Paste  button  (□). 


Note:  In  most  programs,  you 
can  also  press  Bffll  +  tB. 


Note:  In  programs  without  a 
Ribbon,  click  the  Edit  menu  and 
then  click  Paste. 


#  The  program  inserts  a  copy  of 
the  selected  text  at  the  position 
of  the  insertion  point. 


01  Xt 


Can  I  move  and  copy  text  using  only  my  mouse? 

Yes,  you  can.  Select  the  text  that  you  want  to  move  or  copy  as  described  in  the 
section  "Select  Text  for  Editing."  To  move  the  selected  text,  position  ^  over  the 
selection  and  click  and  drag  the  text  to  the  new  position  within  the  document.  As 
you  drag,  the  mouse  pointer  changes  to 


To  copy  the  selected  text,  position  ^  over  the  selection,  press  and  hold  CD,  and 
click  and  drag  the  text  to  the  new  position  within  the  document.  As  you  drag, 
the  mouse  pointer  changes  to 


Start  Frequently 
Used  Programs 


You  can  set  up  Windows  7  so  that  you  can 
easily  find  and  start  frequently  used  programs 
with  the  Windows  7  pin  feature.  Pinning  is  the 
process  of  attaching  a  program  to  the  Windows 
Start  menu  or  the  Windows  taskbar,  or  both. 

All  of  the  programs  installed  on  your  computer 
appear  on  the  Windows  7  All  Programs  menu. 


and  most  place  an  icon  on  the  desktop  that  you 
can  double-click  to  open.  But,  pinning  the 
programs  you  use  very  regularly  —  like  your 
e-mail  program  or  your  browser  —  to  the  top 
of  the  Start  menu  or  the  Windows  taskbar 
makes  these  programs  readily  accessible. 


Start  Frequently  Used  Programs 

0  Click  the  Start  button  (H). 

0  Click  All  Programs. 

0  Click  the  folder  containing  the 
program  you  want  to  pin  to 
the  Start  menu  or  the  taskbar. 

#  Windows  opens  the  folder  and 
displays  its  contents. 


0  Right-click  the  button  you  use 
to  start  the  program. 

0  Click  Pin  to  Start  Menu  or  Pin 
to  Taskbar,  depending  on 
where  you  want  the  program's 
icon  to  appear. 

Note:  This  example  demonstrates 
pinning  a  program  to  the  Start 
menu. 

0  Click  Back. 
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#  The  program  appears  at  the 
top  of  the  Start  menu. 

Note:  Each  time  you  click  the 
Start  button  (B),  the  program 
appears  at  the  top  of  the  Start 
menu,  and  you  can  start  the 
program  by  clicking  the  entry 
at  the  top  of  the  Start  menu. 


0  If  you  clicked  Pin  to  Taskbar 
in  Step  5,  Windows  places  a 
button  for  the  program  on  the 
Windows  taskbar. 

You  can  start  the  program  by 
clicking  its  button  on  the 
Windows  taskbar. 


Why  should  I  pin  programs  to  the  Start 
menu  or  taskbar  instead  of  using  a 
desktop  icon  to  start  a  program? 

Pinning  programs  gives  you,  at  your  fingertips, 
the  programs  you  use  most  often,  and  you  can 
eliminate  desktop  icons  to  make  your  desktop 
neater.  You  can  leave  icons  for  programs  you 
use  rarely  in  their  All  Programs  folders  and  pin 
icons  for  programs  you  use  regularly. 


Can  1  pin  programs  to  the  bottom  of  the 
Start  menu? 

No,  but  if  you  customize  the  Start  menu, 
programs  you  use  frequently  will  appear  at 
the  bottom  of  the  Start  menu. 


€> 


Customize  the 
Start  Menu 


You  can  customize  the  Windows  Start  menu  so 
that  it  looks  and  functions  in  a  way  that  best 
supports  how  you  work.  For  example,  you 
can  turn  off  the  highlighting  that  Windows 
automatically  applies  to  new  programs  you 
install. 


On  the  left  side  of  the  Start  menu,  you  can 
have  Windows  display  a  list  of  programs  you 
have  recently  opened,  and  you  can  control  the 
number  of  programs  Windows  lists. 

You  also  can  control  some  of  the  entries  that 
appear  on  the  right  side  of  the  Start  menu, 
adding  items  you  feel  you  need  and  removing 
items  you  feel  you  do  not  need. 


Customize  the  Start  Menu 


o  Right-click  any  empty  space 
on  the  Windows  taskbar. 

Q  From  the  shortcut  menu  that 
appears,  click  Properties. 


The  Taskbar  and  Start  Menu 
Properties  dialog  box  appears. 

0  Click  the  Start  Menu  tab. 

©  If  you  do  not  want  Windows  7 
to  list  your  recently  used 
programs,  click  here 
changes  to  □). 


JL  Taskbar  tnd  Start  Menu  Properties 

'ftP&ar  ’-xt-ars 


Tc  Ir 


ea 


Inks,  cons,  ectl  menus  look  and 
menu,  tick  Customize. 


Custonwe. 


Po«er  button  action.  Shut 


0  If  you  do  not  want  Windows  7  o- 


to  list  recently  used  documents 
beside  programs  on  the  Start 
menu,  click  here  (E  changes 
to  □)• 

©  Click  Customize. 


Pnvacy 

Store  end  'kspay  recently  opened  prolans  n  the  Start  merxi 
Store  and  dspiey  recent^  opened  terns  n  the  Start  menu  and  the 


J  Stored 

A  «03T 

6 


Hot  do  itftaratite  way  tho  Start  menu  bote 


it  &  isy  h  a 
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The  Customize  Start  Menu 
dialog  box  appears. 

0  Use  the  items  in  the  list  box  to 
control  what  appears  on  the 
right  side  of  the  Start  menu. 

#  Some  items  display  options 
buttons;  click  the  option  you 
want  (0  changes  to  #). 

#  Some  items  display  check 
boxes  that  determine  whether 
the  item  appears  (1!)  or  does 
not  appear  (□)  on  the  right 
side  of  the  Start  menu. 

0  Click  □  to  control  the 

maximum  number  of  recent 
programs  displayed  on  the 
Start  menu  and  recent  items 
displayed  in  Jump  lists. 

0  Click  OK  twice  to  save  your 
choices. 

0  The  Windows  Start  menu 
reflects  your  choices. 


How  do  I  make  Windows  7  stop  highlighting  new 
programs  I  install? 

0  Follow  Steps  1  to  7  in  this  section. 

0  In  the  Customize  Start  Menu  dialog  box, 
scroll  down  in  the  list. 

0  Click  Highlight  newly  installed  programs 

changes  to 


Customize  Start  Menu 


You  can  customize  how  links,  icons,  and  menus  look  and  behave  on  the 
Start  menu. 

[Sf)  Enable  context  menus  and  dragging  and  dropping  > 

0  Favorites  menu 
£  Games 

©  Display  as  a  link 
©  Display  as  a  menu 
@  Don't  display  this  item 
@  Help 

CJ  Highlight  newly  Installed  programs 
0  Homegroup 
^  Music 

©  Display  as  a  link 
©  Display  as  a  menu 
©  Don't  display  this  item 
0  Network 

[V)  Open  submenus  when  I  pause  on  them  with  the  mouse  pointer 
Jt  Personal  folder 

©  Display  as  a  Ink  _ ] 


Start  menu  size 

Number  of  recent  programs  to  display: 

Number  of  recent  items  to  display  in  Jump  Lists: 


"•B 


e  Default  Settings  | 


OK  |  I  Cancel  j 


Customize 
the  Taskbar 


You  can  customize  the  way  the  Windows 
taskbar  looks  and  functions  to  make  it  suit  the 
way  you  work.  For  example,  you  can  change 
the  size  of  the  taskbar,  making  it  taller.  You 
might  like  this  arrangement  if  you  open  lots  of 
programs  at  the  same  time,  because  the 
program  icons  appear  less  crowded  on  a  taller 


taskbar.  Or,  you  can  opt  to  use  smaller  icons  to 
represent  open  programs;  this  approach  also 
enables  you  to  display  lots  of  program  icons 
without  changing  the  size  of  the  taskbar. 

You  might  want  to  temporarily  hide  the  taskbar 
to  display  more  of  the  programs  you  have  open. 


Customize  the  Taskbar 


o  Right-click  any  empty  space 
on  the  Windows  taskbar. 

Q  From  the  shortcut  menu  that 
appears,  click  Properties. 


The  Taskbar  and  Start  Menu 
Properties  dialog  box 
appears. 

Q  Click  Lock  the  taskbar 

([7  changes  to  0). 

Note:  By  unlocking  the 
taskbar,  you  can  resize  it. 


n  m  " ,  o 
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»-J-  Taskbar  and  Start  Menu  Properties 
Taskbar  start  Menu  Toolbars 


Or 

! 


Taskbar  appearance 
□  Lock  the  taskbar 
V]  |ftuto-hide  the  taskbar! 

]  Use  small  icons 
Taskbar  location  on  screen: 
Taskbar  buttons: 


j  Always  combine,  hide  labels  ▼  j 


Notification  area 

Customize  which  icons  and  notifications  appear  in  the  !  customize  ' 
notification  area. 

Preview  desktop  with  Aero  Peek 

Temporarily  view  the  desktop  when  you  move  your  mouse  to  the 
Show  desktop  button  at  end  of  the  taskbar. 

!7< Use  Aero  Peek  to  preview  the  desktop 


How  do  I  customize  the  taskbar? 


Cancel 


Apply 


Taskbar  and  Start  Menu  Properties 


Taskbar  start  Menu 

Taskbar  appearance 
□  Lock  the  taskbar 
W]  Auto-hide  the  taskbar 


■jv) Use  small  icons! 

Taskbar  location  on  screen: 
Taskbar  buttons: 


i  Always  combine,  hide  labels 


Notification  area 

Customize  which  icons  and  notifications  appear  in  the  (  Customize” I 
notification  area .  — - — ' 

Preview  desktop  with  Aero  Peek 

Temporarily  view  the  desktop  when  you  move  your  mouse  to  the 
Show  desktop  button  at  end  of  the  taskbar. 

Use  Aero  Peek  to  preview  the  desktop 


How  do  I  customize  the  taskbar7 

lz 


j  Cancel 


Apply 


0  Click  Auto-hide  the  taskbar 

(□  changes  to  g)  to 
temporarily  hide  the  taskbar 
while  you  work. 

Note:  To  display  the  hidden 
taskbar,  slide  the  mouse  pointer 
to  the  bottom  edge  of  the  screen 
where  the  taskbar  usually  would 
appear. 


0  Click  Use  small  icons 

(□  changes  to  g)  so  that 
you  can  fit  more  icons  on 
the  taskbar. 


How  do  I  resize  the  taskbar  to  make  it  taller? 

Follow  Steps  1  to  3  in  this  section  to  unlock  the  taskbar. 
Then,  click  and  drag  the  top  edge  of  the  taskbar  up.  You 
can  add  multiple  rows  to  the  taskbar  and  simultaneously 
reduce  the  space  allotted  to  an  open  program.  To  reduce 
the  taskbar's  size,  click  and  drag  the  top  edge  of  the 
taskbar  down. 


What  does  the  Aero  Peek 
option  do? 

When  enabled,  you  can  temporarily 
display  your  desktop  by  positioning 
the  mouse  pointer  over  the  vertical 
bar  at  the  right  edge  of  the  taskbar, 
without  clicking. 


continued 


Customize  the 

Taskbar  (continued) 


You  also  can  change  the  location  of  the 
taskbar;  it  does  not  need  to  appear  at  the 
bottom  of  the  screen.  If  you  want,  you  can 
place  it  at  the  top  of  the  screen  or  on  either 
side  of  the  screen. 

You  also  can  choose  whether  you  want  to 
group  all  windows  from  a  given  program  on 


one  taskbar  button  or  display  separate  taskbar 
buttons  for  each  open  window. 

The  Notifications  area  appears  by  default  at  the 
right  edge  of  the  taskbar;  you  can  determine 
which  programs  display  icons  in  the 
Notifications  area,  and  you  can  choose  which 
system  icons  —  like  the  date  and  time  — 
appear  in  the  system  tray. 


Customize  the  Taskbar  (continued) 


Q  Click  the  Taskbar  location  on 
screen  □  and  click  a  location 
for  the  taskbar. 

0  Click  the  Taskbar  buttons  0. 

o  Click  a  grouping  option  for 
taskbar  buttons. 

Note:  See  the  tip  on  the  next 
page  to  read  about  your  choices. 

0  Click  Customize. 


The  Notification  Area  Icons 
window  appears. 

0  For  each  icon  in  the  Notification 
area,  click  □  and  select  the 
setting  you  prefer. 

Note:  See  the  tip  below  to  read 
about  your  choices. 

#  You  can  display  any 

notifications  you  have  hidden 
if  you  click  here. 

0  Click  Turn  system  icons  on 
or  off. 
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Turn  system  icons  on  or  off 

Turning  off  a  system  icon  removes  the  icon  and  turns  off  notifications, 


System  Icons 

Behaviors 

* 

t©  Clocl 

(On  _-j 

(QS)  Volume 

Network 

[on  ▼  | 

(2?  Power 

|  Off  C] 

ft  Action  Center 

|0n  »| 

Customize  notification  icons 
Restore  default  icon  behaviors 


0:  Jl 


©  Click  0  in  the  Behaviors 

column  beside  any  system  icon 
and  click  On  or  Off. 

•  Each  system  icon  for  which 
you  click  On  appears  in  the 
system  tray. 

(j)  Click  OK  three  times  to  save 
your  choices. 


What  do  the  choices  in  the  Taskbar 
Buttons  list  box  mean? 

You  can  group  taskbar  buttons  to 
display  only  a  single  button  for  a 
program  in  which  you  have  opened 
multiple  windows.  To  switch  between 
the  open  windows,  click  the  program's 
button  and  then  click  the  name  of  the 
window  you  want  to  view. 


What  do  the  options  for  the 
Notifications  Area  icons  mean? 

You  use  these  options  to  control 
whether  a  Windows  7  displays  a 
program's  icon  in  the  Notifications 
Area  and  messages  from  the  program. 


Select  a  Desktop  Theme 
and  Screen  Saver 


You  can  opt  to  use  a  desktop  theme  to  spruce 
up  the  appearance  of  the  Windows  7  desktop. 
The  theme  you  select  changes  the  desktop 
background  and  affects  the  color  of  the  Windows 
taskbar  and  the  title  bars  of  all  dialog  boxes. 

You  also  can  select  a  screen  saver  —  a  moving 
pattern  that  Windows  7  displays  after  your 


computer  has  been  idle  for  a  time  period.  The 
screen  saver  provides  an  interesting  pattern 
on-screen  and  hides  any  work  you  might  have 
been  doing  when  you  walked  away  from  the 
computer.  You  also  can  have  Windows  7 
prompt  you  for  your  logon  password  when  you 
return  to  your  computer. 


Select  a  Desktop  Theme  and  Screen  Saver 


Set  a  Background 

o  Right-click  any  blank  space  on 
the  Windows  desktop. 

Q  From  the  shortcut  menu  that 
appears,  click  Personalize. 


The  Personalization  window 
appears. 

Q  Click  a  theme. 

Note:  Use  the  scroll  bar  on  the 
right  side  of  the  window  to  see 
more  themes. 

#  Windows  7  applies  the  theme 
to  your  desktop. 
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Control  Panel  Home 

Change  desktop  icons 
Change  mouse  pointers 
Change  your  account  picture 


Search  Centro!  Pane;  p 


Change  the  visuals  and  sounds  on  your  computer 

Click  a  theme  to  change  the  desktop  background  window  color,  sounds,  and  screen  saver  all  at  once. 


See  also 

Display 


{None) 


3D  Text 
Blanl 
I  Bubbles 
Mystify 
Photos 
Ribbons 


jgi  j  '  Preview 

jm«.  display  logon  screen 

^nce  by  adjusting  display 
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Apply 


Select  a  Screen  Saver 

0  Complete  Steps  1  and  2  in  the 
preceding  section. 

0  Click  Screen  Saver. 


The  Screen  Saver  Settings 
dialog  box  appears. 

0  Click  0  to  display  a  list  of 
available  screen  savers. 

0  Click  a  screen  saver. 

0  Click  OK. 


How  do  I  set  the  amount  of  time  to  wait  before 
the  screen  saver  appears  and  control  whether 
Windows  7  prompts  for  my  password  when  I  return 
to  my  computer? 

In  the  Screen  Saver  Settings  dialog  box,  use  the  Wait  □ 
to  set  the  number  of  minutes.  Click  the  On  resume, 
display  logon  screen  check  box  (f  ]  changes  to  id)  to 
have  Windows  prompt  you  for  your  password  before  it 
permits  use  of  the  computer. 


Screensaver 


J 


i  Screen  saver 


[gibbons 


Settings... 


Wait:  W  r.  minutes  Q  On  resume,  display  logon  screen 


Managing  Files 
and  Folders 


Your  computer  stores  all  of 
the  information  you  create  in 
files.  You  can  place  these  files 
in  folders  just  the  way  you 
would  place  papers  in  folders 
that  you  store  in  a  file  cabinet. 
And,  just  as  you  manage  the 
information  in  your  file 
cabinet,  you  can  manage  the 
files  and  folders  on  your 
computer  using  the  techniques 
described  in  this  chapter. 


Understanding  How  Windows  Organizes  Data . 98 

View  Files . 100 

Become  Familiar  with  the  Windows  Explorer  Screen . 102 

Select  Files . 104 

Create  a  New  Folder . 106 

Change  the  Windows  Explorer  Layout . .  1 08 

Rename  a  File . 109 

Copy  a  File  . . 110 

Move  a  File . Ill 

Create  a  Data  CD  or  DVD . 112 

Delete  a  File . .....114 

Restore  a  Deleted  File . 115 

Search  for  a  File . 116 
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Understanding  How 
Windows  Organizes  Data 


Every  time  you  save  something  on  your 
computer,  you  create  a  file.  You  open  that  file 
to  make  changes  to  the  information  in  it,  so 
you  need  to  know  where  you  put  it  when  you 
saved  it.  You  can  think  of  a  file  in  the  same 
way  you  think  of  a  paper  document:  it  contains 
information. 


Windows  7,  the  operating  system,  helps  you 
organize  information  by  enabling  you  to  create 
folders  in  which  to  place  your  files.  You  can 
think  of  folders  on  your  computer  the  same 
way  you  think  of  file  folders  that  you  place  in 
a  file  cabinet. 


Files 

Everything  you  save  on  your  computer  is  saved  as  a  file.  A  file  is  nothing 
more  than  an  electronic  version  of  paper  documents  that  contain  information. 
A  file  can  contain  multiple  pages  of  information,  so,  there  is  no  one-to-one 
correspondence  between  paper  and  its  electronic  counterpart.  A  file  can  be  as 
big  or  as  small  as  it  needs  to  be. 


Folders 

You  can  use  folders  to  organize  files,  the  same  way  you  use  file  folders  to 
organize  paper  documents.  On  your  computer,  when  you  save  a  file,  you  can 
place  it  in  a  folder.  You  can  have  as  many  folders  as  you  want  on  your 
computer. 


Libraries 

Windows  7  automatically  creates  four  libraries  where  you  can  store  files  of  a 
similar  type.  Already  set  up  on  your  computer,  you  will  find  the  Documents, 
Music.  Pictures,  and  Videos  libraries,  and  each  library  contains  two  folders:  a 
"My"  version  and  a  "Public"  version  of  the  library  name.  You  can  use  libraries 
to  share  information  across  computers. 


4  Libraries 
*  •  Document* 

j  My  Document) 

Ji  Public  Documents 
Download) 

t>  Ml J)IC 

Picture) 

I  8  Video) 
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Create  Folders 

You  are  not  limited  to  the  folders  in  the  libraries  that  Windows  7  creates;  you 
can  create  your  own  folders.  For  example,  you  can  create  a  folder  called  "My 
homework"  in  which  you  keep  your  homework  assignments. 


Place  Folders  within  Folders 

To  help  you  organize,  you  can  place  folders,  often  called  subfolders,  inside 
other  folders.  In  the  Documents  folder,  you  might  create  a  folder  called  Tax 
Documents  and  store  in  it  e-mailed  receipts  for  charitable  contributions  and  tax- 
related  information.  In  the  Pictures  folder,  you  can  create  folders  for  each  year 
and,  inside  those  folders,  you  can  create  folders  related  to  trips  or  events,  almost 
like  color-coding  folders. 


Reorganize  Information 

You  can  reorganize  files  by  copying,  moving,  or  renaming  them. 
Suppose  that  you  create  a  folder  for  all  e-mail  attachments  and  then 
receive  one  that  also  belongs  in  your  Tax  Documents  folder.  When  you 
are  not  sure  where  to  store  a  document,  you  can  make  a  copy  and  store 
it  in  both  places.  See  "Copy  a  File,"  "Move  a  File,"  and  "Rename  a  File" 
later  in  this  chapter. 


Cleaning  House 

After  you  use  your  computer  for  a  while,  you  will  find  you 
no  longer  need  some  files;  you  can  delete  them.  When  the 
Windows  Recycle  Bin  contains  deleted  files,  it  appears  full;  to 
truly  clean  house,  you  "take  out  the  trash."  See  "Delete  a  File" 
later  in  this  chapter. 


View 

Files 


Once  you  create  a  file,  you  can  view  it,  along 
with  other  files  that  might  have  been  created 
by  programs  upon  installation.  You  use 
Windows  Explorer,  a  program  that  comes  with 
Windows,  to  view  files  on  your  computer. 

Most  people  store  the  files  they  work  with  in 
one  of  the  main  libraries  associated  with  their 


user  account:  Documents,  Music,  Pictures,  and 
Videos.  In  this  section,  you  meet  Windows 
Explorer,  the  program  you  use  to  browse  for 
and  work  with  your  files.  Using  Windows 
Explorer,  you  can  find  and  open  folders  and 
subfolders  —  folders  inside  folders. 


View  Files 


Q  Click  the  Windows  Explorer 
button  on  the  Windows 
taskbar. 

Windows  Explorer  appears. 

#  The  Navigation  pane  displays 
the  main  folders  on  your 
computer. 

#  The  Details  pane  displays  the 
contents  of  any  folder  you  click 
in  the  Navigation  pane. 

Arrows  beside  folders  in  the 
Navigation  pane  indicate 
whether  a  folder  is  open  or 
closed. 

#  A  downward-pointing  arrow 
(0)  indicates  that  the  folder 
is  open. 


#  A  right-pointing  arrow  (□) 
indicates  a  folder  is  closed. 
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0  Double-click  any  folder  in  the 
Navigation  pane. 

#  Windows  Explorer  displays  the 
contents  of  the  folder  in  the 
Details  pane. 

#  Subfolders  also  appear  on  the 
Navigation  pane,  indented 
under  the  folder  you  double¬ 
clicked  in  Step  2. 

Note:  Clicking  any  right¬ 
pointing  arrow  beside  a  folder 
has  the  same  effect  as  double¬ 
clicking  the  folder. 

#  You  can  double-click  a  folder 
in  the  Details  pane  to  open  it. 


Note:  If  you  double-click  a  file 
instead  of  a  folder,  the  program 
that  created  the  file  opens  and 
displays  the  file. 


Can  I  preview  the 
contents  of  files? 

Yes.  You  can  click 
here  ( #  )  to  hide  or 
display  the  Preview 
pane;  when  displayed, 
it  appears  to  the  right 
of  the  Details  pane. 
You  click  any  file  and 
its  content  appears  in 
the  Preview  pane. 
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Become  Familiar  with  the 
Windows  Explorer  Screen 


You  use  Windows  Explorer,  a  program  that 
comes  with  Windows,  for  most  of  your  work 
with  files.  The  Windows  Explorer  screen  is 
divided  into  two  panes:  the  Navigation  pane  on 
the  left  side  and  the  Details  pane  on  the  right. 
When  you  click  an  item  in  the  Navigation  pane, 
its  contents  appear  in  the  Details  pane. 


The  elements  in  the  Navigation  pane  represent 
locations  for  folders  on  your  computer  and  in 
your  network.  You  can  double-click  any  element 
in  the  Navigation  pane  to  view  its  folders. 

The  Address  bar  displays  the  currently  selected 
folder.  The  Search  box  helps  you  find  files  and 
folders.  A  context-sensitive  toolbar  helps  you 
work  with  files  and  folders. 


Favorites 

Favorite s  are  folders  you  use  all  the  time  and  appear  at  the  top  of  the  Windows  Explorer  Navigation  pane. 
Windows  7  sets  up  three  favorites  for  you:  Desktop,  Downloads,  and  Recent  Places.  To  add  a  folder  to 
favorites,  click  the  folder  you  want  to  add  and  then  right-click  Favorites.  From  the  shortcut  menu  that 
appears,  click  Add  current  location  to  favorites. 

Libraries 

Libraries  are  very  similar  to  folders,  but  they  can  be  more  than  folders.  Folders  contain  files,  and  although 
libraries  contain  files,  they  also  can  contain  links  to  files  and  folders  anywhere  on  your  computer  or  any 
computer  on  the  network.  Windows  7  creates  four  libraries  for  each  user  account:  Documents,  Music, 
Pictures,  and  Videos. 

Homegroup 

The  Homegroup  entry  in  Windows  Explorer  identifies  computers  on  a  network.  The  computers  in  the 
Homegroup  can  each  be  set  up  to  share  the  Documents,  Music,  Pictures,  and  Videos  libraries  as  well  as 
printers  connected  to  any  computer  on  the  network. 

Computer 

The  Computer  entry  in  Windows  Explorer  shows  the  disk  drives  attached  to  your  computer.  Under  this 
entry,  you  find  your  hard  drive  and  any  USB  drives  you  may  have  connected.  If  you  insert  a  disc  in  your 
optical  drive,  that  drive  also  appears.  By  default,  Windows  7  hides  empty  drives. 

Network 

The  Network  entry  lists  all  computers  set  up  on  your  network. 

Contents  of  the  Selected  Folder 

When  you  click  a  folder  on  the  Navigation  pane,  its  contents  appear  here  in  the  Details  pane.  Single¬ 
clicking  the  folder  simply  displays  contents  here;  double-clicking  the  folder  opens  it  on  the  Navigation  pane 
and  displays  its  contents  here. 
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Context  Toolbar 

These  toolbar  buttons  help  you  work  with  files  and  folders.  They  also  change  to  meet  your  needs, 
depending  on  the  file  or  folder  you  select. 

Address  Bar 

The  Address  bar  in  Windows  Explorer  works  like  the  Address  bar  in  a  browser.  It  displays  the  currently 
selected  folder,  and  you  can  click  the  Forward  and  Back  arrow  to  see  other  navigation  paths  you  have 
already  travelled. 

Search  Box 

Using  the  Search  text  box,  you  can  search  for  files  and  other  information  on  your  computer.  Click  in  the 
Search  box  and  type;  you  can  filter  your  search  by  file  kind,  date  modified,  type,  or  name.  When  you  filter 
by  file  kind,  you  filter  for  documents,  e-mail,  folders,  and  so  on.  When  you  filter  by  type,  you  filter  by  the 
last  three  or  four  characters  of  the  filename,  typically  assigned  automatically  by  the  program  that  creates 
the  file. 


Select 

Files 


When  you  work  with  your  files  to  copy,  move, 
rename,  or  delete  them,  you  need  to  select 
them  first.  In  any  single  folder,  you  can  select  a 
single  file,  multiple  files,  or  a  group  of  files.  You 
even  can  select  all  files  in  a  particular  folder. 

When  you  make  selections,  you  start  by 
selecting,  in  the  Navigation  pane,  the  folder 


containing  the  files  you  want  to  select.  Then, 
you  work  in  the  Details  pane  to  make  your 
selections.  If  you  make  a  mistake  and  select  a 
file  you  do  not  want  to  select,  you  can  cancel 
the  selection  of  the  file. 


Select  Files  _ 

Select  a  Single  File 

o  In  Windows  Explorer,  open  the 
folder  containing  the  file. 

Note:  See  the  section  " View 
Files"  to  open  Windows  Explorer. 

Q  Click  the  file. 

#  Windows  Explorer  highlights 
the  file  you  click. 


Select  Multiple  Files 


Q  In  Windows  Explorer,  open  the 
folder  containing  the  files. 

Q  Click  the  first  file  you  want  to 
select. 


as  you  click 


Q  Press  and  hold  G 

each  of  the  other  files  you 
want  to  select. 


Windows  Explorer  highlights 
the  selected  files. 
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Select  a  Group  of  Files 

Q  In  Windows  Explorer,  open  the 
folder  containing  the  files. 

Q  Click  the  first  file  you  want  to 
select. 

Q  Press  and  hold  B551  as  you 
click  the  last  file  you  want  to 
include  in  the  selection. 

#  Windows  Explorer  highlights 
the  first  file  you  clicked,  the 
last  file  you  clicked,  and  all  the 
files  between  them. 

Select  All  Files 

Q  In  Windows  Explorer,  open  the 
folder  containing  the  files. 

Q  Click  Organize. 

Q  Click  Select  all. 

#  Windows  Explorer  selects  all 
files  in  the  folder. 


How  can  I  select  all  files;  how  can  I  remove  a  file 
from  a  multiple  or  group  file  selection? 

Open  the  folder  containing  the  files.  Then,  press  and  hold 
reffl  as  you  press  0.  To  remove  files  from  the  selection, 
press  and  hold  SEED  as  you  click  the  file(s)  you  want  to 
remove  from  the  selection.  If  you  did  not  mean  to  select 
any  files,  you  can  cancel  a  selection  by  clicking  on  any 
white  space  in  the  folder. 


Can  I  select  a  subfolder? 

Yes,  using  the  same  process: 
click  the  folder  containing 
the  subfolder  and  then  click 
the  subfolder. 


Create  a 
New  Folder 


To  help  you  organize  your  files,  you  can  create 
new  folders.  Most  people  create  folders  based 
on  subjects,  but  you  can  use  any  filing  system 
you  like. 

Most  people  store  their  files  in  one  of  the 
predefined  Windows  7  libraries.  For  example, 
you  can  create  folders  in  the  Music  library  for 


music  you  download  from  the  Internet  or  music 
CDs  you  burn  to  your  computer.  You  can  create 
folders  for  pictures  based  on  the  date  you  took 
the  pictures  or  based  on  the  event.  You  might 
want  to  create  a  correspondence  folder  in  the 
Documents  library  for  letters  you  send  via  the 
U.S.  Postal  Service. 


Create  a  New  Folder  _ 

Q  In  Windows  Explorer,  click  the 
folder  in  which  you  want  to 
create  a  subfolder. 

Note:  See  the  section  " View 
Files "  to  open  Windows  Explorer. 

Q  Click  New  folder. 


#  Windows  Explorer  creates  a 
new  folder  called  "New  folder" 
and  highlights  the  folder  name 
so  that  you  can  change  it. 
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Q  Type  the  name  you  want  to 
assign  to  the  new  folder. 


0  Press  OS®. 

#  Windows  Explorer  selects  the 
new  folder,  and  the  name  you 
assigned  to  the  new  folder 
appears. 


Note:  By  default ,  Windows 
Explorer  sorts  folders 
alphabetically  followed  by  files 
alphabetically.  When  you  press 
M.  Windows  Explorer  re-sorts 
the  folders  alphabetically. 


v|  do  not  see  New  Folder  when  1 
attempt  to  perform  Step  2;  what 
am  I  doing  wrong? 

You  have  selected  one  of  the  main 
headings  in  the  Navigation  pane,  and 
you  cannot  create  folders  directly  from 
these  headings.  Click  a  folder  or  entry 
below  Favorites,  Libraries,  or  Computer. 


What  happens  if  I  create  a  new 
library? 

A  new  entry  appears  below  Libraries 
in  the  Navigation  pane  and  you  can 
use  it  to  store  files,  if  your  computer  is 
connected  to  a  network,  you  can  share 
that  new  library  with  other  network 
users. 


Change  the  Windows 
Explorer  Layout 


You  can  control  the  way  Windows  Explorer 
displays  information  in  the  Details  pane  using 
various  views.  For  example,  you  can  choose  the 
Tiles  view  or  the  Details  view  to  display  the  most 
information  about  each  file.  The  Small  Icons  and 
List  views  display  the  least  information  about 
files,  but  more  files  fit  on  a  single  screen. 


For  pictures,  the  Medium  Icons,  Large  Icons,  or 
Extra  Large  Icons  views  show  you  a  preview  of 
the  file's  content.  The  Content  view  combines  a 
small  preview  of  a  file's  content  with  a  small 
amount  of  file  information.  The  Preview  pane 
shows  you  content  for  any  file  type. 


Change  the  Windows  Explorer  Layout 

Q  In  Windows  Explorer,  open  a 
folder. 

Note:  See  the  section  " View 
Files"  to  open  Windows  Explorer. 

Note:  In  this  example,  the  open 
folder  displays  files  using  the 
Details  view. 

Q  Click  the  Views  Q. 


o  Click  the  view  you  want  to  use. 

#  Windows  Explorer  changes  the 
Details  pane  to  match  the  view 
you  selected  (in  this  example, 
the  Large  Icons  view). 

#  The  View  slider  helps  you 
identify  the  view  being 
displayed  in  the  Details  pane. 
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You  can  change  the  name  of  a  file,  which  is 
useful  if  the  current  filename  does  not 
accurately  describe  the  contents  of  the  file.  By 
giving  your  document  a  descriptive  name,  you 
make  it  easier  to  find  the  file  later.  For 
example,  you  might  want  to  rename  photos 
you  take  with  a  digital  camera. 


You  should  rename  only  those  documents 
that  you  have  created  or  that  have  been  given 
to  you  by  someone  else.  Do  not  rename  any 
of  the  Windows  7  system  files  or  any  files 
associated  with  your  programs;  if  you  do 
rename  such  a  file,  your  computer  may  behave 
erratically  or  even  crash. 


Rename  a  File 


0  In  Windows  Explorer,  open  the 
folder  that  contains  the  file  that  you 
want  to  rename. 

Note:  See  the  section  "View  Files"  to 
open  Windows  Explorer. 

Note:  You  can  also  rename  any 
folders  that  you  have  created. 

0  Click  the  file. 

0  Click  Organize. 

0  Click  Rename. 

Note:  You  can  also  select  the  Rename 
command  by  pressing  (3. 

#  The  current  filename  appears 
selected  in  a  text  box. 

0  Type  the  new  name  that  you  want 
to  use  for  the  file. 

Note:  The  name  that  you  type  can  be 
up  to  2 55  characters  long,  but  it 
cannot  include  the  following 
characters:  < 

Note:  If  you  decide  that  you  do  not 
want  to  rename  the  file  after  all,  you 
can  press  iH  to  cancel  the  operation. 

0  Press  HIB1  or  click  an  empty  section 
of  the  folder. 

0  Windows  Explorer  selects  the  file 
and  displays  the  new  filename. 


Copy 
a  File 


You  can  make  an  exact  copy  of  a  file.  For 
example,  suppose  that  you  want  to  place 
copies  of  photos  you  have  taken  with  your 
digital  camera  on  your  computer's  hard  drive  so 
that  you  can  send  the  photos  to  family  and 
friends.  Or.  you  might  want  to  place  important 
files  or  photos  on  an  external  hard  drive  or  a 


USB  flash  drive  to  create  backup  copies  of 
those  files  or  photos. 

When  you  copy  files,  the  original  remains  in  its 
original  location  and  a  second  copy  of  the  file 
appears  in  a  location  you  select.  You  can  also 
use  this  technique  to  copy  a  folder. 


Copy  a  File 


0  Open  the  folder  that  contains  the 
file  that  you  want  to  copy. 

Note:  See  the  section  "View  Files " 
to  open  Windows  Explorer. 


Note:  You  can  also  copy  folders; 
skip  Step  2. 

0  Click  the  file. 

Note:  To  copy  multiple  files,  use 
the  techniques  described  in  "Select 
Files"  earlier  in  this  chapter. 

0  Click  Organize. 

0  Click  Copy. 


Note:  You  can  also  select  the  Copy 
command  by  pressing  GD  +  Q 


0  Click  the  folder  where  you  want 
to  store  the  copy. 

0  Click  Organize. 

0  Click  Paste. 


Note:  You  can  also  select  the  Paste 
command  by  pressing  BD  +  Q. 


•  A  copy  of  the  file  you  selected  in 
Step  2  appears  in  the  folder  that 
you  selected  in  Step  5. 
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You  can  move  files  from  one  folder  to  another; 
moving  files  deletes  them  from  their  original 
location  and  places  them  in  a  new  location. 

For  example,  you  might  want  to  move 
photographs  from  your  digital  camera  to  your 
computer  to  free  up  space  on  the  digital 


camera's  memory  card  for  more  photographs. 
Or,  you  might  decide  that  you  want  to  archive 
certain  files  or  photos  so  that  they  do  not  take 
up  space  on  your  computer's  hard  drive.  You 
can  move  them  to  an  external  hard  drive  or  a 
USB  flash  drive. 


Move  a  File 


0  In  Windows  Explorer,  open  the 
folder  that  contains  the  file  that 
you  want  to  move. 

Note:  See  the  section  "View  Files"  to 
open  Windows  Explorer. 

0  Click  the  file. 

Note:  To  move  multiple  files,  select 
them  as  described  in  the  section 
"Select  Files." 


0  Click  Organize. 

0  Click  Cut. 

Note:  You  can  also  select  the  Cut 
command  by  pressing  GS)  +  0. 

0  Click  the  folder  where  you  want  to 
store  the  copy. 

0  Click  Organize. 

0  Click  Paste. 


Note:  You  can  also  select  the  Paste 
command  by  pressing  H5B1  +  P. 


The  file  you  selected  in  Step  2 
appears  in  the  folder  that  you 
selected  in  Step  5  and  no  longer 
appears  in  the  folder  you  opened 
in  Step  1 . 


Create  a  Data 
CD  or  DVD 


You  can  create  data  CD  or  DVD  that  contains 
files  by  copying  —  or  burning  —  files  to  the 
disc.  You  can  use  any  type  of  optical  media  and 
create  optical  discs  that  you  can  use  on  any 
computer  that  uses  Windows  XF  or  later.  You 
can  add,  delete,  or  rename  files  on  these  discs 
as  described  in  this  chapter. 


Data  CDs  and  DVDs  are  very  useful  for  storing 
files  you  do  not  use  regularly  or  need  to 
transport.  For  example,  you  might  place  photos 
on  a  data  CD  or  DVD  and  then  take  them  to  a 
drug  store  where  you  can  print  them.  To  create 
a  music  disc,  see  Chapter  8. 


Create  a  Data  CD  or  DVD  _ 

o  Insert  a  blank  disc  into  your  optical  drive. 

The  AutoPlay  dialog  box  appears. 

0  Click  Burn  files  to  disc. 


The  Burn  a  Disc  window  appears. 

0  Type  a  name  for  the  disc  here;  the  name 
can  describe  what  you  put  on  the  disc. 

0  Click  Like  a  USB  flash  drive  (@  changes 
to  #). 

0  Click  Next. 

Windows  7  formats  the  disc  and  then 
displays  the  AutoPlay  window. 


0  Click  Open  folder  to  view  files. 


AutoPlay 

*  4  DVD  RW  Drive  (D:) 

]  Always  do  this  for  blank  CDs; 

Blank  CD  options 

Burn  an  audio  CD 

using  Windows  Media  Player 
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A  __  Burn  files  to  disc 

using  Windows  Explore! 


View  more  AutoPlay  options  in  Control  Panel 


Burn  a  Disc 


How  do  you  want  to  use  this  disc? 


Disc  title  Personal  Picture 


e>» 


Like  a  USB  flash  drive 

Save,  edit,  and  delete  files  on  the  disc  anytime.  The  disc  will 
work  on  computers  running  Windows  XP  or  later.  (Live  File 
System) 

t  With  a  CD/DVD  ptayer 

Burn  files  in  groups  and  individual  files  can't  be  edited  or 
removed  after  burning.  The  disc  will  also  work  on  most 
computers.  (Mastered) 


Which  one  should  I  choose? 
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Next 


Cancel 
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Open  folder  to  view  files 

using  Windows  Explorer 


av  options  in  Control  Panel 
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Windows  Explorer  opens, 
displaying  your  optical  disc 
drive  in  the  Navigation  pane. 

0  Open  the  folder  that  contains 
the  file  that  you  want  to  burn 
to  disc. 

@  Select  the  files. 

Note:  Select  multiple  files  as 
described  in  the  section  "Select 
Files." 

0  Click  Burn. 


Windows  7  burns  the  files  to 
your  optical  drive  and  selects 
the  drive  in  the  Navigation 
pane. 

0  Click  Close  session. 

0  Windows  7  displays  this 
message  as  it  makes  the  disc 
usable  on  other  computers  and 
then  ejects  the  disc. 


Does  it  matter  whether  I  use  a  CD  or 
DVD? 

No,  and  it  also  does  not  matter  whether 
you  use  rewritable  discs.  Windows  7 
creates  a  reusable  disc  when  it  burns  files. 
A  typical  DVD  holds  4.7GB  whereas  a  CD 
holds  650MB. 


When  should  1  choose  the  "With  a  CD/ 
DVD  player"  option? 

Use  this  option  if  you  anticipate  needing 
to  use  the  disc  on  a  computer  using  a 
Windows  operating  system  older  than 
Windows  XP  or  on  a  computer  that  uses 
a  different  operating  system.  You  cannot 
add,  rename,  or  delete  files  stored  on  this 
type  of  disc. 


Delete 
a  File 


When  you  no  longer  need  a  file,  you  can  delete 
it.  Deleting  unwanted  files  helps  to  prevent 
clutter  from  unnecessary  files  on  a  hard  drive, 
USB  drive,  or  optical  disc.  If  you  accidentally 
delete  a  file,  you  usually  can  recover  it;  see 
"Restore  a  Deleted  File"  next  in  this  chapter. 


Make  sure  that  you  delete  only  those 
documents  that  you  have  created  or  that 
someone  else  has  given  to  you.  Do  not  delete 
any  of  the  Windows  7  system  files  or  any  files 
associated  with  your  programs;  if  you  do,  your 
computer  may  behave  erratically,  or  even  crash. 


Delete  a  File 


o  In  Windows  Explorer,  open  the 
folder  that  contains  the  file 
that  you  want  to  delete. 

Note:  See  the  section  " View 
Files "  to  open  Windows  Explorer. 

Q  Click  the  file. 

Note:  To  delete  multiple  files, 
select  them  as  described  in  the 
section  " Select  Files.  “ 

©  Click  Organize. 

Q  Click  Delete. 

Note:  You  can  also  select  the 
Delete  command  when  you  press 


Delete 


The  Delete  File  dialog  box 
appears. 

Q  Click  Yes. 

The  file  disappears  from  the 
folder. 

Note:  You  can  also  delete  a  file 
by  clicking  and  dragging  it  to  the 
desktop's  Recycle  Bin  icon. 
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If  you  delete  a  file  accidentally, 
you  can  restore  it.  See  the  next 
section. 


Restore  a 
Deleted  File 

If  you  accidentally  delete  a  file,  you  might  be 
able  to  restore  it  to  the  folder  where  it 
appeared  before  you  deleted  it. 

By  default,  Windows  7  does  not  completely 
delete  a  file  from  your  computer  when  you 
delete  it  using  the  technique  described  in  the 
preceding  section.  Instead,  Windows  7  places 


CHAPTER 

5 


the  file  in  the  Recycle  Bin  folder,  which  is  the 
equivalent  of  a  virtual  garbage  can.  Until  you 
empty  the  Recycle  Bin,  you  have  not  really 
deleted  a  file.  And,  because  the  file  sits  in  a 
virtual  garbage  can,  you  can  go  "virtual 
dumpster-diving"  and  pull  the  file  out  of  the 
garbage. 


Restore  a  Deleted  File 
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0  On  the  Windows  desktop, 
double-click  the  Recycle  Bin. 

Note:  When  the  Recycle  Bin 
contains  files,  it  has  the 
appearance  of  having  trash  in  it. 
When  the  Recycle  Bin  contains 
no  files,  it  appears  to  contain 
no  trash. 

Windows  Explorer  opens. 

#  The  Recycle  Bin  folder  appears 
in  the  Address  bar. 

#  The  contents  of  the  Recycle  Bin 
appear  in  the  Details  pane. 

0  In  the  Details  pane,  click  the 
file  you  want  to  restore. 

0  Click  Restore  this  item. 

Note:  You  can  use  the 
techniques  described  in  "Select 
Files"  to  restore  multiple  files 
simultaneously;  in  this  case. 

Restore  this  item  changes  to 
Restore  the  selected  items. 

The  file  disappears  from 
the  Recycle  Bin  folder  and 
reappears  in  the  folder  from 
which  you  deleted  it. 


Search  for 
a  File 


As  you  use  your  computer  over  time,  you 
generate  thousands  of  files,  stored  in  various 
folders.  At  some  point  in  time,  you  will  not 
remember  where  you  saved  a  particular  file  - 
or  even  what  you  called  the  file. 

You  can  have  Windows  7  search  for  your 
document.  Windows  7  searches  not  only  for 


documents  but  also  for  applications,  Internet 
Explorer  favorites,  e-mail  messages,  contacts, 
and  more.  And,  when  it  searches,  it  searches 
both  the  filename  and  the  content  of  your  files. 
You  can  use  two  different  techniques  to  search 
your  computer. 


Search  for  a  File  _ 

Search  from  the  Start  Menu 

Q  Click  the  Start  button  (H). 
#  The  Start  menu  opens. 


Q  Click  here  and  type  the  word 
or  phrase  you  want  Windows 
to  use  when  searching. 

#  As  you  type,  Windows  displays 
files  that  meet  the  search 
criteria,  organized  in  groups. 

To  select  an  entry,  click  it; 
if  you  select  a  document, 
Windows  opens  the  program 
that  created  the  file  along  with 
the  file. 


To  open  the  folder  where  you 
stored  a  document,  right-click 
the  document  and  then  click 

Open  file  location. 


To  cancel  the  search,  click 
outside  the  Start  menu. 


Managing  Files  and  Folders 
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Search  from  Windows  Explorer 

O  In  the  Windows  Explorer 
Navigation  pane,  click  the 
location  you  want  to  search. 

Note:  See  the  section  "View 
Files"  to  open  Windows  Explorer. 

Note:  This  example  searches 
the  built-in  libraries.  To  expand 
a  search ,  click  a  location  that 
represents  a  broader  search;  to 
search  your  hard  drive,  click  the 
Local  Disk  entry  under 
Computer. 

Q  Click  in  the  Search  text  box. 

Q  Type  the  word  or  phrase  you 
want  Windows  to  use  when 
searching. 

#  As  you  type,  Windows  displays 
files  that  meet  the  criteria  in 
the  Details  pane. 

Note:  Each  occurrence  of  the 
search  phrase  is  highlighted. 

Q  To  stop  searching,  click  0. 

Windows  redisplays  your  screen 
as  it  looked  after  Step  1 . 


Is  there  a  way  to  search  for  files  changed  on  a  date  I  specify? 

Yes,  you  can  filter  search  criteria.  The  search  filters  you  can  specify  depend 
on  the  folder  you  select  to  search  in  the  Navigation  pane.  For  example,  if 
you  search  all  libraries,  you  can  filter  by  filename,  file  kind,  file  type,  or  date 
modified.  If  you  select  the  Pictures  library,  you  can  filter  by  date  taken,  tags, 
or  file  type.  The  available  filters  appear  when  you  click  in  the  Search  box. 

To  use  a  filter,  type  the  filter  name,  a  colon,  and  then  the  search  criteria.  To 
search  all  libraries  for  files  changed  on  a  specified  date,  click  Date  Modified 
in  the  Search  box  and  then  select  the  date  from  the  calendar  that  appears. 
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Securing 
Windows  7 


Threats  to  your  computer- 
related  security  and  privacy 
often  come  from  the 
Internet  in  the  form  of 
system  intruders,  spyware, 
viruses,  and  identity 
thieves.  In  addition,  many 
security  and  privacy 
violations  occur  right  at 
your  computer  by  someone 
simply  logging  in  to  your 
computer  while  you  are  not 
around.  To  protea  yourself 
and  your  family,  you  need 
to  understand  your  options. 


Secure  Your  Computer 


Change  the  Logon  Password 


Establish  Parental  Controls 


Check  the  Action  Center 


Prevent  Others  from  Using  Your  Computer 


Secure  Your 
Computer 


Securing  your  computer  means  taking 
precautions  to  ensure  that  nobody  can 
compromise  your  security  or  privacy.  Windows 
7  makes  several  security  and  privacy  tools 
available  to  you. 

These  tools  include  adding  a  password  to  your 
account,  clearing  your  list  of  recently  used 


documents,  using  the  Windows  7  User  Account 
Control  feature,  establishing  parental  controls, 
and  taking  advantage  of  the  Windows  7 
firewall  and  Windows  Defender.  In  Chapters  10 
and  1 1 ,  you  read  about  ways  to  protect 
yourself  on  the  Internet  and  when  using  e-mail. 
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Account  Password 

If  you  share  your  computer  with  other  people,  create  separate  user  accounts  for 
each  person  so  that  each  of  you  has  your  own  set  of  files,  icons,  programs,  and 
e-mail.  Protecting  each  account  with  a  password  prevents  anyone  who  does  not 
know  the  password  from  logging  on  to  the  accounts.  Password  protection  also 
gives  you  the  option  to  lock  your  computer  when  you  leave  your  desk  so  that 
nobody  can  sit  down  at  your  computer  and  use  it  to  view  and  change  files. 

Clear  Usage  History 

Windows  7  keeps  track  of  documents  and  programs  that  you  have  used 
recently.  If  you  know  that  someone  else  is  going  to  be  using  your  computer, 
and  you  do  not  have  a  separate  user  account  set  up  for  that  person,  you  may 
not  want  him  or  her  to  see  what  is  on  your  recent  documents  list.  To  prevent 
this,  you  can  clear  the  list.  Right-click  the  Start  button  (H),  click  Properties, 
and  then  click  Store  and  display  a  list  of  recently  opened  files 
(yj  changes  to  O)  and  Store  and  display  recently  opened  items  in  the 
Start  menu  and  the  taskbar  (y  changes  to  □).  You  can  also  use  a  third- 
party  program  such  as  Privacy  Guardian  from  PC  Tools  (www.pctools.com). 


Privacy 
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Confirm  Actions  before  You  Take  Them 

The  User  Account  Control  feature  prompts  you  to  confirm  certain 
actions  you  take  that  could,  possibly,  harm  your  computer.  If  you  are 
working  from  a  user  account  configured  as  an  administrator,  you  can 
click  Yes  to  continue  with  the  action.  If  you  are  working  from  a 
standard  account,  you  must  supply  the  administrator's  password  to 
continue  with  the  action. 


Securing  Windows  7 
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Parental  Controls 

Windows  7  offers  controls  that  enable  you  to 
restrict  the  programs  run  by  the  user  of  a 
particular  account.  For  example,  you  can 
restrict  a  user  from  running  certain  programs, 
playing  certain  games,  or  using  the  computer 
for  longer  than  a  time  you  specify.  For  details 
on  setting  parental  controls,  see  "Establish 
Parental  Controls"  later  in  this  chapter. 


Virus  and  Spyware  Protection 

Viruses  and  spyware  are  types  of  malicious 
software  that  find  their  way  onto  your 
computer  without  your  consent,  usually  via 
e-mail  or  the  Internet.  Windows  Defender 
automatically  runs  behind  the  scenes  of 
Windows  7  to  protect  your  computer  from 
spyware,  which  surreptitiously  collects 
information  about  you.  If  you  also  install  a 
good  antivirus  program  and  use  a  firewall, 
your  computer  will  be  well  protected  from  the 
threats  of  intruders.  For  antivirus  protection, 
consider  Microsoft's  free  Security  Essentials. 
AVG  Technologies  USA,  Inc.  offers  both  a  free 
and  a  paid  version  of  AVG  Anti-Virus;  most 
professionals  feel  the  paid  version  works 
better.  NOD32  from  Eset  is  highly  rated 
among  paid  versions  of  antivirus  software. 


Windows  7  Firewall 


Most  PCs  today  are  connected  to  the  Internet. 
Because  the  Internet  can,  potentially,  provide 
unauthorized  strangers  with  access  to  your 
computer,  you  should  use  a  firewall.  Firewalls 
help  prevent  intruders  from  gaining  access  to 
your  computer  and  infecting  it  with  viruses  or 
inflicting  other  damage.  Windows  comes  with 
a  built-in  firewall  that  provides  a  basic  line  of 
defense;  coupled  with  the  firewall  most 
routers  contain,  you  can  effectively  protect 
your  computer  from  unauthorized  intruders. 
See  Chapter  10  for  information  on  the 
Windows  7  firewall. 


Is  There  Such  a  Thing  as  “Too  Much 
Security”? 


Windows  7  comes  with  a  firewall  and  an 
antispyware  program.  Some  people  feel  these 
tools  are  insufficient  and  purchase  a  security 
suite  of  programs  that  guard  against  viruses, 
spyware,  and  intruders;  you  can  find 
thousands  of  security  suites  by  searching  the 
Internet.  Although  it  might  seem  safer  to  err 
on  the  side  of  caution  and  install  additional 
security  tools,  these  additional  tools  can  bog 
down  your  computer's  performance.  Most 
computer  professionals  find  that  one  software 
tool  for  each  type  of  potential  malware  threat 
along  with  a  hardware  firewall  provided  by  a 
router  keeps  you  safe  without  impacting 
computer  performance. 


Change  the 
Logon  Password 


If  you  assigned  a  password  when  you  started 
Windows  for  the  first  time,  you  can  change  that 
password.  You  might  want  to  change  your 
password  if  you  suspect  someone  has 
discovered  it  or  if  you  think  of  a  better 
password. 

Assigning  a  password  is  optional  but  a  good 
idea.  When  you  protect  your  account  with  a 


password,  no  one  can  log  into  your  account 
unless  he  knows  your  password.  If  you  chose 
not  to  assign  a  password  the  first  time  you 
started  Windows,  you  can  create  a  password  for 
your  account.  Make  sure  you  use  a  strong 
password;  see  the  tip  at  the  end  of  this  section. 


Change  the  Logon  Password 

o  Click  the  Start  button  (H). 

0  Click  Control  Panel. 

The  Control  Panel  window 
appears. 

0  Click  User  Accounts  and 
Family  Safety. 


The  User  Accounts  and  Family 
Safety  window  appears. 

0  Click  Change  your  Windows 
password. 
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Make  changes  to  your  user  account 
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Manage  your  credentials 
Create  a  password  reset  disk 
Link  online  IDs 

Manage  your  file  encryption 
certificates 

Configure  advanced  user 
profile  properties 

Change  my  environment 
variables 


Change  your  password- 
Remove  your  password 
Change  your  picture 
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'IP  Manage  another  account 
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Password  protected 


See  also 

$  Parental  Controls 


To  mya:; 


P  \  ^  **  Use  r  Ac cou nts  ►  Change  Yo u r  Pas swo rd 

Change  your  password 


▼  j (  j  Search  Control  Panel 


Elaine  M 

Administrator 
Password  protected 


-O 


If  your  password  contains  capital  letters,  they  must  be  typed  the  same  way  every  time  you  log  on. 

How  to  create  a  strong  password 


)  everyone  wh 


Mom's  maiden  name  +  dad’s  birt- 

The  password  hint  will  be  visible  to  everyoHSwho  uses  this  computer. 

What  is  a  password  hint? 


ft) 

igepasss 


Change  password 


Cancel 
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The  User  Accounts  window 
appears. 

0  Click  Change  your  password. 

Note:  If  no  password  currently 
exists  for  the  account,  click 

Create  a  password  for  your 
account. 


The  Change  Your  Password 
window  appears. 

0  Type  your  current  password 
here. 

Note:  Windows  displays 
substitute  characters  so  that  your 
password  is  not  visible  on-screen. 

O  Type  the  new  password  you 
want  to  assign  here. 

0  Retype  the  new  password 
here. 

0  Type  a  hint  that  will  remind 
you  of  the  new  password 
should  you  forget  it. 

0  Click  Change  password. 

Windows  changes  your 
password  and  redisplays  the 
User  Accounts  window. 

0  Click  US  to  close  the  window. 


What  is  a  strong  password? 

A  strong  password  is  not  obvious  such  as 
your  name  or  "password."  Additionally,  it  is 
at  least  eight  characters  long;  the  longer  the 
password,  the  less  likely  someone  will  be 
able  to  use  electronic  devices  to  determine 
your  password.  Finally,  a  strong  password 
contains  at  least  one  lowercase  and  one 
uppercase  letter  and  one  number. 


Does  Windows  prompt  for  a 
password  only  when  I  start 
my  computer? 

No.  You  can  lock  your 
computer;  when  you  attempt  to 
unlock  it,  Windows  prompts  for 
your  password.  For  more 
information,  see  "Prevent  Others 
from  Using  Your  Computer." 


Establish  Parental 
Controls 


You  can  establish  controls  for  the  way  children 
use  your  computer.  For  example,  you  can 
control  the  amount  of  time  your  child  uses  the 
computer,  and  you  can  control  the  activities  in 
which  you  allow  your  children  to  participate. 
You  can  control  the  games  you  allow  your 
children  to  play  and  the  programs  you  allow 
them  to  run. 


Windows  establishes  parental  controls  for  the 
Windows  account  you  select.  You  can  allow 
your  children  to  share  an  account,  or  you  can 
establish  separate  accounts  for  each  child.  You 
must  know  the  administrator's  password  or  be 
logged  on  as  the  administrator  to  establish 
parental  controls. 


Establish  Parental  Controls 

Turn  On  Parental  Controls 

Q  In  the  Control  Panel  window, 
click  Set  up  parental  controls 
for  any  user. 

Note:  See  the  section  " Change 
the  Logon  Password ”  to  open  the 
Control  Panel  window. 


The  Parental  Controls  window 
appears. 

Q  Click  the  user  account  for 
which  you  want  to  establish 
parental  controls. 


«  User  Accounts  and  Family  Saf...  ►  Parental  Control'. 


r  1 J  Scorch  Control  Panel 


Control  Panel  Home 
Game  Rating  Systems 


Choose  a  user  and  set  up  Parental  Controls 

What  can  1  do  with  Parental  Controls? 

Users 

Elaine  M 

Computer  administrator 
Password  protected 


Gayle 

Standard  user 
No  Pass-word 


f  c!.  a 


e 


V  you  want  to  apply  Parental  Controls  to  someone  who  isn't  in  this  list 
create  a  new  user  account  for  them  to  use. 

Why  do  I  need  an  account  for  this? 

^Create  a  new  user  account 

Additional  controls 

V  you  want  to  use  additional  features  like  Web  Filtering  and  Activity 
Reporting  on  this  computer,  you  need  to  install  additional  controls. 

Sec  aho  How  do  1  install  additional  controls? 

User  Accounts 
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CkJLaJiaJ 


«  Parental  Controls  ►  User  Controls 


I  I  |  Sf.-O1  1 C' Panel 


Set  up  how  Gayle  will  use  the  computer 

Parental  Controls.: 

On,  enforce  current  settings 
0  Off 


Current  Settings: 


Windows  Settings 


Time  limits 

Control  when 


:c5 


en  Ga^Ws 


Gayle 

Standard  user 
No  Password 


isesthe  computer 

Games 

Control  games  by  rating,  content,  or  title 


Time  Limits: 
Game  Ratings: 
Program  Limits: 


Off 

Off 

Off 


-  .  Allow  and  block  specific  programs 

k  •*  Allow  and  block  any  programs  on  your  computer 


OK 


«  User  Controls  ►  Time  Restrictions 

Control  when  Gayle  will  use  the  computer 

Click  and  drag  the  hours  you  want  to  block  or  allow. 


I  1 1|  Search  Control  Panel 


Midnight  (AM)  |  Noon  (PM) 

12  123456789  10  11  12  1234567  'Wr9  10  11  12 


Sunday 

Monday 

T  uesday 

Wednesday 

Thursday 

Friday 

Saturday 


I  I  Allowed 
PI  Blocked 


t 


* 


(K 


OK 


Cancel 


How  do  I  restrict  programs  that  can  be  run? 
In  the  User  Controls  window,  click  Allow  and 
block  specific  programs  to  display  the 
Application  Restrictions  window.  Click  the 
...can  only  use  the  programs  I  allow  option 
(0  changes  to  (§))  and  click  the  check  box  beside 
each  program  you  want  to  allow  ( 0  ). 
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The  User  Controls  window 
appears. 

Q  Click  On,  enforce  current 
settings  (@  changes  to  <§)) 

Set  Time  Limits 

Q  Click  Time  limits. 


The  Time  Restrictions  window 
appears. 

Q  Click  each  hour  that  you  want 
to  block. 

#  Hours  you  block  appear  in 
blue. 

#  Hours  you  allow  access  appear 
in  white. 

Note:  You  can  click  and  drag  to 
block  consecutive  hours  and 
days. 

Q  Click  OK. 


Which  programs  can  Gayle  use? 

0  Gayle  can  use  all  programs 
o  Gayle  can  only  use  the  programs  I  allow 


Check  the  programs  that  can  be  used. 


^^1  n 

I  o 


File 

Description 

©isS  HprSnap6.exe 

HyperSnap 

0  HprUnInst.exe 

HprUnlnst 

OI3hstb.exe 

hstb 

continued 


Establish  Parental 

Controls  ( continued ) 


When  you  turn  on  parental  controls,  you  can 
set  up  restrictions.  You  can  control  the  days  of 
the  week  and  the  hours  of  those  days  that  you 
permit  the  user  access  to  the  computer.  You 
also  can  establish  the  maximum  rating  of  the 
games  you  want  to  permit  your  child  to  play. 


Windows  7  uses  the  Entertainment  Software 
Rating  Board  system.  In  addition  to  setting  a 
maximum  rating  for  permitted  games,  you  can 
block  games  with  certain  types  of  content  even 
if  the  game  rating  falls  within  the  maximum 
rating  you  choose  to  permit. 


Establish  Parental  Controls  (continued) 


The  User  Controls  window 
reappears. 

Restrict  Gaming 

0  Click  Games. 


© 


t  t  «  Parental  Controls  ►  User  Controls 


a 


pf  I  [ 


fi\ 

© 


Set  up  how  Gayle  will  use  the  computer 

Parental  Controls; 

a  On.  enforce  current  settings 
Off 


*rs  Settings 

Time  limits 

Control  when  Gayle  uses  the  computer 


1  Games 

Control  games  by  rating,  content,  or  title 


■Zr]  Allow  and  block  specific  programs 

a  Allow  and  block  any  programs  on  your  computer 


Current  Settings: 

I  Gayle 

Standard  user 
■  No  Password 


Timelimits:  On 

Game  Ratings:  Off 

Program  limits: 


i  OK  ! 


The  Game  Controls  window 
appears. 

0  Click  Yes  (Q  changes  to  •). 

Note:  To  block  game  playing 
for  this  user,  click  No. 

0  Click  Set  game  ratings. 


a 


Search  Control  Ponel 


t  v  ^  «  User  Controls  a  Game  Controls 


Control  which  types  of  games  Gayle  can  play 


Can  Gayle  play  games? 

^^M»Yes 

No 


Block  (or  allow)  games  by  rating  and  content  types 

Set  game  ratings 

Maoumom  allowed  rating:  AOUITS  ONLY,  including  unrated  games 
Game  descriptors  blocked:  None 


Block  (or  allow)  any  game  on  your  computer  by  name 

Block  or  Allow  specif  ic  games 

Always  blocked:  None 
Always  allowed  None 


OK 
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«  User  Controls  ►  Game  Controls  ►  Game  Restrictions 

Control  which  types  of  games  Gayle  can  play 

If  a  game  has  no  rating,  can  Gayle  play  it? 

@  Allow  games  with  no  rating 
0  Block  games  with  no  rating 

Which  ratings  are  ok  for  Gayle  to  play? 

The  Entertainment  Software  Rating  Board  defines  these  ratings. 


'GeOLil 


/[  1  Search  Control  Panel 


EARLY  CHILDHOOD 

Titles  rated  EC  -  Early  Childhood  have  content  that  may  be  suitable  for  ages  3  and  older. 
Titles  in  this  category  contain  no  material  that  parents  would  find  inappropriate. 

EVERYONE 

Titles  rated  E  -  Everyone  have  content  that  may  be  suitable  for  persons  ages  6  and  older. 
Titles  in  this  category  may  contain  minimal  violence,  some  comic  mischeif,  and/or  mild 
language. 


EVERYONE  10+ 

Titles  rated  E1Q+  -  Everyone  10  and  older  have  content  that  may  be  suitable  for  ages  10 
and  older.  Titles  in  this  category  may  contain  more  cartoon,  fantasy  or  mild  violence,  mild 
language,  and/or  minimal  suggestive  themes. 

TEEN 

Titles  rated  T  -  Teen  have  content  that  may  be  suitable  for  persons  ages  13  and  older. 
Titles  in  this  category  may  contain  violent  content,  mild  or  strong  language,  and/or 
strong  language. 

MATURE 

Titles  rated  M  -  Mature  have  content  that  may  be  suitable  for  persons  ages  17  and  older. 
Titles  in  this  category  may  contain  mature  sexual  themes,  more  intense  violence  and/or 
strong  language. 

ADULTS  ONLY 

Titles  rated  AO  -  Adults  Only  have  content  suitable  only  for  adults.  Titles  in  this  category 
may  include  graphic  depictions  of  sex  and/or  violence.  Adult  Only  are  not 

intended  for  persons  under  the  age  of  18. 


rojinfcs  a 
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OK 


Cancel 


— 


The  Game  Restrictions  window 
appears. 

0  Click  the  maximum  rating  you 
want  to  permit  the  user  to  play 
(©  changes  to  <§>). 

Q  Click  OK. 

0  Click  OK  in  the  Game  Controls 
window. 

0  Click  OK  in  the  User  Controls 
window. 

0  Click  sa  to  close  the  Control 
Panel. 


How  do  I  block  certain  types  of  game 
content,  regardless  of  game  rating? 

Reopen  the  Game  Restrictions  window 
and  scroll  down;  at  the  bottom  of  the 
screen,  you  see  check  boxes  you  can  select 
(□  changes  to  £])  to  block  content  (  ). 


Block  these  types  of  content 

Even  if  a  game  has  an  allowed  rating,  you  can  block  it  for  the  type  of  content  it  con 

(Tj  Online  Rating  Notice 

Online  Interactions  Are  Not  Rated  by  the  ESP.B 

JT]  Alcohol  and  Tobacco 

Alcohol  and  Tobacco  Reference 

Reference 

0  Alcohol  Reference 

Reference  to  and/or  images  of  alcoholic  be/erages 

|y]  Animated  Blood 

Discolored  and/or  unrealistic  depictions  of  blood 

|/}  Blood 

Depictions  of  blood 

|)/j  Blood  and  Gore 

Depictions  of  blood  or  the  mutilation  of  body  parts 

Check  the 
Action  Center 


The  Action  Center,  new  to  Windows  7,  displays 
messages  about  the  current  state  of  your 
computer's  security  and  maintenance.  The 
Action  Center  focuses  primarily  on  security 
issues;  for  example,  the  Action  Center  alerts 
you  if  updates  are  available  for  Windows  7.  The 
Action  Center  also  lets  you  know  if  your  PC 


does  not  have  virus  protection  installed  or  that 
protection  is  disabled.  The  Action  Center 
notifies  you  if  User  Account  Control  or  the 
Windows  Firewall  is  disabled.  And,  the  Action 
Center  reminds  you  of  tasks  you  need  to 
complete,  such  as  setting  up  Windows  Backup. 


Check  the  Action  Center  _ 

Q  In  the  Control  Panel  window, 
click  Review  your 
computer's  status. 

Note:  See  the  section  "Change 
the  Logon  Password"  to  open  the 
Control  Panel  window. 


The  Action  Center  window 
appears. 

Q  Review  the  messages. 

Q  Click  a  button  beside  a 
message  to  resolve  the  issue. 

Note :  This  example  enables 
virus  protea  ion. 


a 


*  ►  Control  P»nil  > 


▼  1  *f  1 1  |Secrvfc  Conf'W  Panel 


ElIL©  63 


Adjust  your  computer's  settings 


Vitwbyt  Category  v 


System  and  Security 

Review  your  computer's  status 
Back  up  your  computer 
Find  and  la  problems 


Network  and  Internet 

View  network  status  And  tasks 
Choose  homegroup  and  sharing 
options 


Hardware  and  Sound 

View  devices  and  printers 
Add  a  device 


Programs 

Ummtdl  a  program 


r-T«  User  Accounts  and  Family 
47*.  Safety 

0  Add  or  remove  user  accounts 
0  Set  up  parental  controls  for  any  user 


Appearance  and 
Personalization 

Change  the  theme 
Change  desktop  background 
Adjust  screen  resolution 


Clock.  Language,  and  Region 

Change  keyboards  or  other  input 
methods 

Change  display  language 


Ease  of  Access 

Let  Windows  suggest  settings 
Optimize  visual  display 


ip  ]!j§j 


«  System  and  Security  a  Action  Center 


V  J  I  -  Pont l 


Control  Panel  Home 

Change  Action  Center  settings 

$  Change  User  Account  Control 
settings 

View  archived  messages 
View  performance  information 


G- 


Review  recent  messages  and  resolve  problems 

Action  Center  has  detected  one  or  more  issues  for  you  to  review. 

Security 

Spyware  and  unwanted  software 
protection 
(Important) 

Windows  Defender  and  Microsoft 
Security  Essentials  both  report  that  they 
•re  turned  off. 


Backup  and  Restore 
Wetdo**  Update 

Windows  Program 
CompabbWty  Troubleshooter 


a 


I 


Turn  off  messages  about  spyware  and 
related  protection 


Virus  protection  (Important) 

Microsoft  Security  Essentials  reports  that  it  is  turned  Turn 
off 

Turn  off  messages  about  virus  protection 


Maintenance 


I 


Set  up  backup 

Your  fdes  are  not  being  backed  up. 

Turn  off  messages  about  Windows  Backup 


Get  a  drffer^^ 

- 

up  backup 
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w  System  and  Security  ►  Action  Center 
Control  Panel  Home 


]  *f\  j  Seorch  Cont/oi  Panel 

Review  recent  messages  and  resolve  problems 


Change  Action  Center  settings 

^  Change  User  Account  Control 
settings 

View  archived  messages 
View  performance  information 


Action  Center  has  detected  one  or  more  issues  for  you  to  review. 


Security 

Maintenance 

I  Set  up  backup 

Your  files  are  not  being  backed  up. 

Turn  off  messages  about  Windows  Backup 


# 


If  you  don’t  see  your  problem  listed,  try  one  of  these: 


Troubleshooting 

Find  and  fix  problems 


Recovery 

Restore  your 
computer  to  an  earlier 
time 


#  The  Action  Center  updates 
based  on  the  actions  you  take. 

o  dick  Security. 


See  also 

Backup  and  Restore 
Windows  Update 

Windows  Program 
Compatibility  Troubleshooter 


{ -3  !BSI 

«  System  and  Security  ►  Action  Center 

--  1  .  1  !  p  [ 

Control  Panel  Home 

Change  Action  Center  settings 

'  Change  User  Account  Control 
settings 

View  archived  messages 
View  performance  information 


Security  @ 

Network  firewall  On 

^  Windows  Firewall  is  actively  protecting  your  computer. 

Windows  Update  On 

Windows  will  automatically  install  updates  as  they  become  available. 

Virus  protection  On 

Microsoft  Security  Essentials  reports  that  it  is  up  to  date  and  virus  scanning  is 


See  also 

Backup  and  Restore 
Windows  Update 

Windows  Program 
Compatibility  Troubleshooter 


Spyware  and  unwanted  software  protection  On 

Microsoft  Security  Essentials  reports  that  it  is  turned  on. 

View  installed  antispyware  programs 

Internet  security  settings  OK 

All  Internet  security  settings  are  set  to  their  recommended  levels. 

User  Account  Control  On 

UAC  will  always  notify  and  wait  for  a  response. 

0  Change  settings 

Network  Access  Protection  Off 

Network  Access  Protection  Agent  service  is  not  running 

What  is  Network  Access  Protection? 


#  The  Action  Center  displays  a 
summary  of  the  security 
settings  on  your  computer. 


Is  there  a  shortcut  to  open  the  Action  Center? 

Yes;  follow  these  steps.  Click  the  Action  Center  flag  (H) 
in  the  Notifications  area.  A  summary  of  Action  Center 
messages  appears.  Click  Open  Action  Center  to  open 
the  Action  Center  window.  If  a  security  issue  exists,  a 
small  red  X  appears  on  the  Action  Center  flag  (H)- 


1  message 

Set  up  backup 

Open  Action  Center 

_ .-wt: 

Prevent  Others  from 
Using  Your  Computer 


You  can  require  others  to  provide  a  password 
to  use  your  computer  at  any  time,  not  just 
when  you  turn  on  the  computer.  When  you 
create  a  password  for  your  account,  Windows 
prompts  for  that  password  automatically  when 
you  turn  on  the  computer  and  select  your  user 
account. 


After  you  sign  in  to  your  account,  your 
computer  is  available  to  anyone  who  happens 
to  sit  down  at  your  desk.  So,  if  you  need  to 
walk  away  from  your  computer,  consider 
locking  it  first.  When  you  lock  your  computer, 
Windows  hides  your  desktop  and  displays  the 
Welcome  screen,  prompting  for  your  password. 


Prevent  Others  from  Using  Your  Computer 


Lock  Your  Computer 

0  Click  the  Start  button  (H). 

0  Click  the  Shut  down 

button 

0  Click  Lock. 


Windows  7  locks  your 
computer. 

#  On  the  Welcome  screen,  the 
word  "Locked"  appears  under 
your  user  account  name. 

Unlock  Your  Computer 

0  Click  in  the  password  text  box. 

0  Type  your  password. 

0  Click  here. 
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Windows  7  unlocks  your 
computer  and  redisplays  your 
desktop. 


+ 


is  there  an  easier  way  to  lock  my 
computer? 

You  can  use  a  keyboard  shortcut;  press  C 
If  you  prefer  to  use  your  mouse,  you  can 
change  the  Shut  Down  button  to  be  the  Lock 
button;  follow  these  steps: 

0  Right-click  the  Start  button  (B)  and 
click  Properties. 


0  In  the  Taskbar  and  Start  Menu 
Properties  dialog  box  on  the  Start 
Menu  tab,  click  the  Power  button 
action  0. 


JL  Taskbar  and  Start  Menu  Properties 

Taskbar  Start  Menu  Toolbars 


To  customize  how  links,  icons,  and  menus  look  and  j  Customize... 
behave  in  the  Start  menu,  cfick  Customize. 


Power  button  action:  I  Shut  down 


Switch  user 
Logoff 


Store  and  dsplay  r  Restart 

d Store  and  display  *-h--clown- 
taskbar 


73© 

c~j«irt  menu  and  the 


How  do  I  change  the  way  the  Start  menu  looks? 


0  Click  Lock. 


0  Click  OK. 

Note:  When  you  click  the  Start  button  (m),  "Lock"  appears  where 
"Shut  down"  used  to  appear. 


r 

Working  with 
Software 

Software  programs  enable  you  to 
make  your  computer  activities  more 
practical  and  fun.  For  example,  if 
you  want  to  write  a  letter  or  a 
memo,  you  can  use  a  word 
processor;  if  you  want  to  create  a 
newsletter  or  greeting  card,  you  can 
use  a  desktop-publishing  program. 

This  chapter  shows  you  the  basics  of 
installing  and  using  software 
programs. 


Install  a  Program 


134 


Uninstall  a  Program  . . 138 

Create  Documents  with  a  Word  Processor . . .  1 40 

Crunch  Numbers  with  a  Spreadsheet . .  144 

Build  Presentations  with  a  Presentation  Program . 148 

Store  Information  with  a  Database . 150 

Manipulate  Pictures  with  an  Image  Editor . 152 


Create  Publications  with  a  Desktop-Publishing  Program ...  1 54 


Install  a 
Program 


If  your  computer  does  not  come  with  the 
program  that  you  need,  you  can  purchase  the 
program  and  then  install  it.  You  might  not 
need  to  purchase  the  program;  some  vendors 
offer  freeware,  shareware,  or  donation-ware. 
Freeware  is  completely  free;  shareware  is 
typically  offered  on  a  trial  basis  and  might  be 
limited  in  functionality  or  the  timeframe  during 


which  you  can  use  it.  You  pay  an  amount  of 
your  choosing  for  donation-ware. 

How  you  start  the  installation  process  depends 
on  whether  you  obtain  the  program  on  an 
optical  disc  or  from  the  Internet.  To  be  sure, 
look  for  an  instruction  manual  or  README  file 
that  comes  with  the  program. 


Install  a  Program 


Install  from  a  CD  or  DVD 


Q  Insert  the  program's  CD  or 
DVD  into  the  optical  drive. 

The  AutoPlay  dialog  box 
appears. 

Q  Click  the  option  to  run  the 
program's  setup  program  — 
typically  Run  SETUP.EXE  or 
Run  autorun.exe. 

Note:  If  the  AutoPlay  dialog 
box  does  not  appear  after  you 
insert  the  disc,  click  the  Start 
button  (B),  click  Computer, 
and  then  double-click  the  optical 
drive. 

Note :  If  you  see  the  User 
Account  Control  dialog  box , 
either  click  Continue  or  type  an 
administrator  password  and  click 

Submit. 


The  software  installation 
program  begins. 

Q  Follow  the  installation 
instructions  the  program 
provides. 


<£> 


Note:  Installation  steps  vary 
from  program  to  program. 


AutoPUr 


ca  H  S3 


DVD  RW  Drive  (D:) 
Peachtree2010_l 


Always  do  this  for  software  and  games; 


Install  or  run  program  from  your  media 

Rui  autorun.exe 

General  options 

Open  folder  to  view  fies 

usng  Windows  Explorer 

View  more  AutoPlav  options  in  Control  Panel 


ft  Welcoae  to  Peachtree  Accounting 


Select  tills  option  to  mstafl  the  pi  oiji  .tin  on  each  compute!  that 
he  i liman)  Peucimee  Accounting 


►  Install  Peachtree  Accounting 

►  Remove  or  Modify  Peachtree  Accounting 


I  Browse  CO  I  Support  I  peachfree.com  I 


I  E&it  I 


Working  with  Software 


CHAPTER 

7 


Download  and  Install  a  File  from 
the  Internet 

0  Navigate  to  the  Web  page  that 
contains  the  download  link. 

0  Click  the  download  link. 


File  Download  -  Security  Warning  lafcfel 


Do  you  want  to  run  or  save  this  file? 


Name:  Firefox  Setup  3.6.6. exe 
Type:  Application,  8.19MB 
From:  ftp-stud.hs-e$slingen.de 


Run 


Save 

s  ul^^m  fi 
,>ou  do  not  tru! 


Cancel 


While  files  from  the  Internet  can  be  u^^riis  file  type  can 
potentially  harm  you  computer.  If  you  do  not  trust  the  source,  do  not 
run  or  save  this  software.  What's  the  risk? 


The  File  Download  -  Security 
Warning  dialog  box  appears. 

0  Click  Save. 


What  do  I  do  if  the  software  asks  for  a 
product  key  or  serial  number? 

The  product  key  or  serial  number  is  crucial 
because  many  programs  do  not  install  until  you 
enter  this  information.  Look  for  this  number  on 
a  sticker  attached  to  the  back  or  inside  of  the 
CD  or  DVD  case.  You  may  also  find  it  on  the 
registration  card,  the  disc,  or  the  back  of  the 
box.  If  you  download  the  program  from  the 
Internet,  the  number  should  appear  on  the 
download  screen  and  on  the  e-mail  receipt  that 
you  receive. 


Peachtree  Accounting  2010  Setup 
Serial  Number 

Please  enter  your  product  serial  number 

Your  serial  number  can  be  found  on  the  back  of  the  Pea 
you  downloaded  Peachtree,  you  can  find  your  serial  nu 


Serial  Number: 


Please  call  1-800-388-4697  if  you  need  assistance. 


continued 


Install  a 

Program  (continued) 


When  you  download  a  program  from  the 
Internet,  it  is  always  best  to  save  the 
installation  file  to  your  computer.  By  saving  the 
file,  you  avoid  having  to  download  the 
installation  file  again  should  you  ever  need  to 
reinstall  the  program  if,  for  example,  you  buy  a 
new  computer  and  want  to  install  the  program. 


To  keep  your  internal  hard  drive  clean,  you  can 
copy  the  installation  file  to  an  external  hard 
drive  for  safekeeping. 

In  addition,  if  you  save  the  downloaded 
installation  file  on  your  computer,  your  antivirus 
software  can  check  the  file  for  viruses  before 
you  install  the  program. 


Install  a  Program  (continued) 

The  Save  As  dialog  box 
appears. 

0  Select  a  folder  in  which  to 
store  the  installation  file. 

Note:  Many  people  use  the 
Downloads  folder. 

Q  Click  Save. 


The  file  downloads  to  your 
computer. 

When  the  download  finishes, 
the  Download  Complete  dialog 
box  appears. 

0  Click  Open  Folder. 
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Open  File  -  Security  Warning 


Do  you  want  to  run  this  file? 


■  1 


Name:  ...ers\Elaine  M\Downloads\Firef ox  Setup  3.6,6. exe 

Publisher.  Mozilla  Corporation 
Type:  Application 

From:  C:\Users\Elaine  M\Downloads\Firefox  Setup  3.6.... 


[y]  Always  ask  before  opening  this  file 


]  1  Cancel  | 


(  While  files  from  the  Internet  can  be  useful  this  file  type  can 

'■%$!  potentially  harm  your  computer.  Only  run  software  from  publishers 

you  trust  What's  the  risk? 


#  The  folder  containing  the 
installation  file  appears. 

Note:  If  you  have  antivirus 
software,  you  should  check  the 
downloaded  file  for  viruses 
before  proceeding.  In  most 
cases,  you  can  right-click  the 
downloaded  file  and  then  click 
the  command  that  launches  the 
antivirus  check. 

0  Double-click  the  downloaded 
file. 

Either  the  User  Account 
Control  dialog  box  or  the 
Open  File  -  Security  Warning 
dialog  box  appears. 

0  Click  Yes  or  Run. 

The  software  installation 
program  begins. 

Q  Follow  the  installation 
instructions  the  program 
provides. 


What  is  the  difference  between  a  typical 
and  custom  installation? 

Many  programs  offer  two  options  for 
installation.  A  standard  or  typical  installation 
automatically  installs  only  those  program 
components  that  the  software  vendor  believes 
people  use  most  often.  If  you  are  an 
inexperienced  user,  then  you  may  want  to 
choose  the  typical  install.  In  a  custom 
installation,  you  can  select  the  components  to  install,  and  where  to  install  them. 
The  custom  option  is  best  suited  for  experienced  users. 


,»j  Mozilla  Firefox  Setup 
Setup  Type 

Choose  setup  options 


Choose  the  type  of  setup  you  prefer,  then  click  Next. 

®  Standard 

Firefox  will  be  installed  with  the  most  common  options. 

©  Custom 

You  may  choose  individual  options  to  be  installed.  Recommended 
users. 


Uninstall 
a  Program 


When  you  decide  to  no  longer  use  a  program, 
you  should  uninstall  it  from  your  computer. 
Removing  unused  programs  frees  up  disk  space 
and  makes  your  All  Programs  menu  easier  to 
navigate. 

In  addition,  if  you  use  the  Custom  installation 
option  when  you  install  a  program,  you  can 
add  or  remove  components  of  the  program. 


Some  programs  also  give  you  the  option  to 
repair  a  program;  if  the  program  is  behaving 
erratically,  you  can  try  repairing  it  if  the 
program  offers  that  option.  If  the  program 
does  not  give  you  a  "repair"  option,  uninstall 
and  reinstall  it. 


Uninstall  a  Program  _ 

Q  Click  the  Start  button  (0). 
O  Click  Control  Panel. 


The  Control  Panel  window 
appears. 

Q  Click  Uninstall  a  program. 


7T7,  ntrxM  Poncf 


Adjust  your  computer's  settings 


View  by:  Category  v 


System  and  Security 

Review  your  computer' 5  status 
Bade  up  your  computer 
Find  and  fa  problems 


Network  and  Internet 

View  network  status  and  tasks 
Choose  homegroup  and  sharing 
options 


Hardware  and  Sound 

View  devices  and  printers 
Adda  device 


Programs 

Unmstafl  a  program 


% 

V 

‘i 

% 


User  Accounts  and  Family 
Safety 

Add  Of  remove  user  accounts 
P  Set  up  parental  control*  for  any  user 

Appearance  and 
Personalization 

Change  the  theme 
Change  desktop  background 
Adjust  screen  resolution 

Clock,  Language,  and  Region 

Change  keyboards  or  other  input 
methods 

Change  display  language 

Ease  of  Access 

let  Windows  suggest  settings 
Optimo*  visual  display 
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►  Control  Panel 

►  Programs  ►  Programs  and  Features 

▼  **  Stare/?  P'0.7i-£7o?s  a 

?<3  Features 

p 

Control  Panel  Home 

Uninstall  or  change  a  program 

View  installed  updates 

To  uninstall  a  program,  select  it  from  the  list  and  then  click  Uninstall,  Change,  or  Repair. 

Turn  Windows  features  on  or 

off 

Organize  ▼  Uninstall, ;Change-^^^^^ 

§== 

® 

Name 

Publisher 

Installed  On 

Size 

> 

^  Foxit  Creatoi 

Foxit  Corporation 

04/21/2010 

j^jFoxit  Reader 

Foxit  Software  Company 

04/27/2010 

[S/lHyperSnap  6 

Hyperionics  Technology  LLC 

06/18/20 10 

[53lmage  for  Windows  2.55a 

TeraByte  Unlimited 

04/17/2010 

$5*1  Input  Director  vi.2.2 

Imperative  Software  Pty  Ltd 

04/13/2010 

$ Ipswrtch  WS.FTP  Homs  2007 

Ipswitch 

10/02/2007 

|4>|Java(TM)  6  Update  20 

Sun  Microsystems..  Inc. 

04/20/2010 

o 

►fey  Kensington  MouseWorks 

Kensington  Technology  Group 

04/12/2010 

Microsoft  .NET  Framework  1.1 

04/12/2010 

^Microsoft  .NET  Framework  4  Client  Profile 

Microsoft  Corporation 

06/22/20 10 

ua  Microsoft  Office  2003  Web  Components 

Microsoft  Corporation 

08/ 12/2009 

03  Microsoft  Office'Home  and  Business  2010 

Microsoft  Corporation 

06/22/2010 

0a  Microsoft  Office  Project  Professional  2007 

Microsoft  Corporation 

04/12/2010 

0a  Microsoft  Office  Small  Business  Connectivity  Compo.. 

Microsoft  Corporation 

08/13/2008 

Microsoft  Visual  C**  2005  ATI  Update  kb973<>23 

x8... 

Microsoft  Corporation 

07/28/2009 

§3  Microsoft  Visual  C  +  +  2005  Redistributable 

Microsoft  Corporation 

09/18/2008 

^Mozilla  Firefox  (3.6.4) 

Mozilla 

06/24/2010 

- 

«  Tit  ' 

*■ 

isZ^L  Kensington  Technology  Group  Product  version;  611.41 

Help  link:  http://support.kensington.com 

The  Programs  and  Features 
window  appears. 

Q  Click  the  program  you  want  to 
uninstall. 

Q  Click  Uninstall  or  Uninstall/ 
Change. 


Confirm  Uninstall 


I  S3 


Do  you  want  to  completely  remove  the  selected  application  and  all  of  its  features? 


The  program  asks  you  to 
confirm  that  you  want  to 
uninstall  it. 

0  Click  Yes. 

The  program  uninstall 
procedure  begins. 

0  Follow  the  on-screen 

instructions,  which  vary  from 
program  to  program. 


Is  there  a  quicker  way  to  uninstall 
a  program? 

Possibly.  Click  the  Start  button  (IS), 
click  All  Programs,  and  then  click  the 
program  name  to  open  the  program's 
folder.  If  you  see  a  command  that 
includes  the  word  Uninstall,  click  that 
command  to  begin  the  uninstall 
procedure. 


What  is  the  difference  between  an 
automatic  and  a  custom  uninstall? 

The  automatic  uninstall  option  requires 
no  input  from  you.  It  is  the  easiest  and 
safest  choice,  and  therefore  highly 
recommended.  The  custom  uninstall 
option  gives  you  more  control,  but 
also  is  more  complex  and  should  be 
selected  only  by  experienced  users. 


Create  Documents 
with  a  Word  Processor 


You  can  use  word-processing  software  to 
enable  you  to  handle  your  letter-  and  report¬ 
writing  needs.  Windows  7  ships  with  a  word 
processor  called  WordPad.  Other  popular  word 
processors  include  Microsoft  Word,  Corel 
WordPerfect,  Lotus  Word  Pro,  and  the  freeware 
Open  Office  Writer.  Open  Office  Writer  is  part 
of  the  free  Open  Office  productivity  suite;  each 
Open  Office  application  closely  resembles  a 


corresponding  application  in  older  versions  of 
Microsoft  Office. 

Many  people  use  Microsoft  Word.  WordPad 
and  Open  Office  Writer  share  a  common  file 
format  with  Microsoft  Word.  So,  you  can  create 
documents  in  WordPad  or  Open  Office  Writer 
and  share  them  with  Word  users. 


Format  a  Document 


Apply  a  Typeface 

A  typeface,  also  called  a  font,  is  a  distinctive  character  set  that 
you  can  apply  to  the  selected  text  in  a  document.  Most  word 
processors  have  a  Font  list  or  dialog  box,  which  you  can  use 
to  choose  the  typeface  that  you  want.  You  can  change 
typefaces  at  any  point  in  a  document,  but  too  many  typefaces 
can  make  a  document  difficult  to  read. 


Change  Font  Size 

The  font  size  refers  to  the  height  and  width  of  each 
character,  measured  in  points;  72  points  equal  one 
inch.  Use  a  larger  font  size  for  section  headings  and 
headlines.  Use  a  standard  font  size  —  typically  1 1  or 
12  point  —  for  regular  text  in  a  document. 


References 

a.  r/ 
*-A- 


Document!  •  Microsoft  Word  <T rial) 
Mtifingj  Review  View 


■  i 


*8*  II 

:*•  &-E 

Peregriph 


ajBbCcOe 

Normal 
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Black-Bellied  Whistling  Duck 

The  black-bellied  whistling  duck  can  be  found  I  n  stream  s  and  ponds 
southern  Arizona,  resides  In  southern  Texas,  and  has  been  Introduced  In  Flo 

Physical  Characteristics! 

Generally,  20-22",  the  black-bellied  whlstllngducklsa  large,  long-le 
adult  has  a  bright  orange  bill,  pink  legs,  a  gray  face  and  upper  neck  with  whl 
a  chestnut  cap,  nape,  lower  neck,  chest  and  back,  and  a  black  belly.  Whites 
basesto  the  black  primary  and  secondary  coverts  create  a  long  wing  stripe  l 
patch  at  rest. 


Apply  Text  Effects 

Text  effects  change  the  appearance  of  the  text  to  call  the  reader's 
attention  to  it.  The  most  common  examples  are  bold,  italics, 
underline,  and  strikethrough  (®,  ED,  [H,  and  0).  In  most  word 
processors,  you  can  apply  effects  either  by  using  the  Font  dialog 
box  or  by  using  buttons. 


Format  a  Paragraph 

You  can  format  a  paragraph  in  several  ways.  For  example,  you 
can  align  text  with  the  left  or  right  margin,  or  center  it  between 
the  margins.  You  also  can  indent  a  paragraph  from  the  left  or 
right  margin,  or  you  can  indent  just  the  first  line.  You  can  adjust 
the  spacing  between  lines  within  the  paragraph  and  between 
paragraphs. 


Declaration  of  Independence 

When  In  the  Course  of  human  events,  it  becomes  necessary  for  one  pc 
bands  which  have  connected  them  with  another,  and  to  assume  amon 
separate  and  equal  station  to  which  the  Laws  of  Nature  and  of  Nature1 
respect  to  the  opinions  of  mankind  requires  that  they  should  declare  1 
to  separation. 

f/Ve  hold  these  truths  to  be  self-evident,  that  all  men  are  create 
endowed  by  their  Creator  with  certain  Unalienable  Rights,  tha 
and  the  pursuit  of  Happiness.  That  to  secure  these  rights,  gov< 
among  Men,  deriving  their  Just  powers  from  the  consent  of  th< 


That  whenever  any  form  of  Government  becomes  destructive  ofthes* 
People  to  alter  or  to  abolish  it  and  to  institute  a  new  Government,  lay! 


Insert  Page  Layout 
ijj)  Orientation  '  *0  B 

[  J  Size  ’ 


Declaration  ofIndependence.doc 
References  Mailings  Review 
^3  Watermark  ’  Inden 
^29  Page  Color  ’ 

3  Page  Borders  I  ijl  R 
■  Page  Background  , 
Bottom:  1"  f 
Right:  r 


Bottom:  0.5” 
Right:  0.5“ 


Bottom:  1“ 
Right:  0.75"  j 


Bottom:  1" 
Right:  2" 


Independent 

man  events,  it  becon 


Format  a  Page 

Formatting  the  page  usually  involves  setting  three  basic  features: 
the  paper  size,  such  as  letter  or  legal;  the  margin  sizes;  and  the 
page  orientation  (  #  ).  Page  orientations  include  portrait,  where 
the  text  runs  across  the  short  side  of  the  page,  and  landscape, 
where  the  text  runs  across  the  long  side  of  the  page. 


continued 


Create  Documents  with  a 

Word  Processor  (continued) 


Enhance  a  Document 


_ _ _ _ _ _ _ _ _ **s 

Add  Numbering  or  Bullets 

Aunt  Abigail's  Helpful  Hints 

Most  word  processors  enable  you  to  format  a  list  of 

Do  you  have  any  of  the  following  slams  on  y out  carpet’ 

items  in  a  way  appropriate  to  the  list's  content.  For 

•  Alcohol 

example,  if  the  list  is  a  sequence  of  steps,  you  can 

•  BJoo<4 

format  it  as  a  numbered  list.  Or,  if  you  have  a  list  of 

•  Ogar*ttt  bums 

items  that  can  appear  in  a  random  order,  you  can 

•  Stains  from  pets 

use  a  bulleted  list. 

Don't  worry  Aunt  Abigail' %  Helpful  Hints  contains  tips  and  tncks  you  can  use  to  dean  up 

these  stains  and  more  This  amapng  pampN ft  style  book  will  help  you  make  your 

carpet  look  like  nobody  has  ever  used  it 

Add  Images 

Word-processing  documents  are  mostly  text,  but  you  can  also 
insert  images  such  as  digital  photos,  clip  art,  scanned  pictures, 
or  artwork  that  you  create.  Images  add  variety  and  interest  to 
a  document  and  can  complement  the  text  by  illustrating 
concepts  or  showing  examples. 


Black-Bellied  Whistling  Duck 

The  block-bellied  whistling  duck  can  be  found  In  streams 
southern  Amona,  resides  in  southern  Texas,  and  has  been  Introc 


Physical  Charact 

Generali) 
duck  is  a  large,  lo 
has  a  bright  oran 
neck  with  white  i 
cap,  nape,  lower 
White  secondary 
primaries  and  $ei 
flight  and  a  vlslbl 


Find  and  Replace  Text 

All  word  processors  have  a  Find  feature  that  enables  you  to 
search  a  document  for  a  word  or  phrase.  Word  processors 
also  come  with  a  Replace  feature  that  complements  the  Find 
feature;  using  the  Replace  feature  you  can  find  specific  text 
and  then  replace  it  with  different  text. 
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Perfect  a  Document 


Research  ▼  X 

Choose  Synonyms  and  Antonyms 

connected 

The  more  powerful  word  processors  come  with  a  collection  of  writing  tools  that  enable 

you  to  perfect  your  prose.  Using  the  thesaurus,  you  can  enter  a  word  and  the  program 

*  Thesaurus:  English  (U.S.)  * 

provides  you  with  one  or  more  synonyms  as  well  as  antonyms.  You  can  then  pick  the 

linked  (adj.) 

linked 

associated 

related 

allied 

coupled 

unrelated  (Antonym) 

synonym  or  antonym  that  best  conveys  your  meaning  and  insert  it  in  your  document. 

Check  Spelling 

Few  things  can  mar  your  document  as  much  as  spelling  mistakes.  If 
other  people  read  your  documents,  your  word  processor  should  include 
a  spell-checking  feature.  Typically,  this  feature  automatically  checks 
each  word  for  the  proper  spelling,  suggests  alternatives  if  it  finds  a 
mistake,  and  enables  you  to  quickly  fix  the  error. 


Physical  Characteristics 

Generally,  20-22",  the  black-bellied  whistling 
duck  is  a  large,  long-legged,  long-necked  duck.  The  adult 
has  a  bright  orange  bill,  pink  legs,  a  gray  face  and  upper 
neck  with  white  eye  ring.  This  duck  sports  a  chestnut 
cap,  nape,  lower  neck,  chest  and  back,  and  a  black  belly. 
White  secondary  coverts  and  white  bases  to  the  black 
primaries  and  secondaries  create  a  long  wing  stripe  in 
flight  and  a  visible  pale  patch  at  rest. 


which  have  connected  them  with  another,  and  to  assume  among  the  powers  of  the  earth, 
equal  station  to  which  the  Laws  of  Nature  and  of  Nature  s  God  entitle  them,  a  decent  resj 
of  mankind  requires  that  they  should  declare  the  causes  which  impel  them  to  separation. 


That  whenever  any  form  of  Government  becomes  destructive  of  these  ends,  it  is  die  right 


Check  Grammar 

Grammar  mistakes  can  be  just  as  jarring  as 
spelling  mistakes,  and  so  a  good  word  processor 
should  check  your  grammar.  This  feature  looks 
for  errors  such  as  subject-verb  agreement, 
capitalization,  sentence  fragments,  and 
punctuation  (#  ).  Typically,  grammar  checkers 
tell  you  why  selected  text  is  problematic  but  do 
not  make  suggestions  to  correct  the  problems. 


We  hold  these  truths  to  be  self-evident,  that  all  men  are, 
theh^breator  with  certain  Unalienable  Jbghts^jhat 
Ha^&^  That  to  secure  these. nghts.  governments  ar 
powers  from  the  consent  of  the  governed. 


:n  ar^reated  equal,  that  the}? 
saJpPphese  are  life.  Liberty 
ts .  ar^mstit 


istituted  among  Men,  < 


Crunch  Numbers 
with  a  Spreadsheet 


A  spreadsheet  is  a  software  program  that 
enables  you  to  work  with  numbers  in  rows  and 
columns  and  apply  formulas  to  the  numbers  to 
quickly  create  powerful  mathematical,  financial, 
and  statistical  models. 

Windows  7  does  not  come  with  a  spreadsheet. 
Popular  spreadsheet  programs  include  Microsoft 
Excel,  Corel  Quattro  Pro,  and  Lotus  1-2-3.  The 


freeware  Open  Office  productivity  suite  contains 
Calc,  a  spreadsheet  application  that  closely 
resembles  older  versions  of  Microsoft  Excel. 
Many  people  use  Microsoft  Excel,  and  Excel 
and  Open  Office  Calc  share  a  common  file 
format.  So,  you  can  create  documents  in  Open 
Office  Calc  and  share  them  with  Excel  users. 


Spreadsheet  Basics 


Row 

In  a  spreadsheet  program,  each  horizontal  row  has  a 
unique  number  that  identifies  it;  the  number  appears 
to  the  left  of  the  row.  For  example,  the  topmost  row 
is  1 ,  the  next  row  is  2,  and  so  on.  As  spreadsheet 
programs  have  advanced,  the  number  of  rows 
available  to  you  has  increased. 


Column 

Each  vertical  column  in  a  spreadsheet  has  a  unique 
letter  that  identifies  it.  For  example,  the  leftmost 
column  is  A,  and  the  next  column  is  B.  Again,  as 
spreadsheet  programs  have  advanced,  the  number 
of  columns  available  to  you  has  increased. 


Cell 

A  cell  is  the  term  used  to  refer  to  the  box  in  which  you  enter 
your  data.  A  cell  appears  at  the  intersection  of  a  row  and  a 
column. 

Cell  Address 

You  refer  to  a  cell  by  its  cell  address,  which  is  made  up  of  the 
intersecting  column  letter  and  row  number  at  the  cell's 
location,  and  you  always  state  the  column  letter  before  the 
row  number.  For  example,  the  cell  in  the  sixth  column  and 
third  row  of  a  spreadsheet  is  referred  to  as  F3  because  it 
appears  at  the  intersection  of  column  F  and  row  3.  In  Excel, 
the  cell  address  appears  above  column  letters. 


Range 

A  range  is  a  rectangular  grouping  of  two  or  more 
cells.  The  range  address  is  given  by  the  address  of  the 
top  left  cell  and  the  address  of  the  bottom  right  cell. 
F1 1 : H 1 4  is  an  example  of  a  range  of  cells. 
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Build  a  Spreadsheet 


Add  Data 

You  can  insert  text,  numbers,  and  other  characters  into  any  cell  in  the 
spreadsheet.  Click  the  cell  in  which  you  want  to  enter  information  and  then 
type.  When  you  are  done,  press  Your  typing  appears  in  the  cell  that 
you  selected  (  %  )  and  in  the  formula  bar  (  #  ).  To  edit  existing  cell  data, 
click  the  cell  and  then  edit  the  text  in  the  formula  bar. 


Add  a  Formula 

A  formula  is  a  collection  of  numbers,  cell  addresses,  and  mathematical 
operators  that  performs  a  calculation.  In  most  spreadsheets,  you  enter 
a  formula  in  a  cell  by  typing  =  and  then  the  formula  text.  For  example, 
the  formula  =  B2-A2  subtracts  the  value  in  cell  A2  from  the  value  in  cell 
B2.  The  result  appears  in  the  cell  (  #  ),  whereas  the  formula  appears  in 
the  formula  bar  (  &  ). 
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Add  a  Function 

A  function  is  a  predefined  formula  that  performs  a  specific  task.  For 
example,  the  AVERAGE  function  calculates  the  average  of  a  list  of 
numbers,  and  the  PMT  function  calculates  a  loan  or  mortgage 
payment.  You  can  use  functions  on  their  own,  preceded  by  = ,  or  as 
part  of  a  larger  formula.  The  result  appears  in  the  cell  (  #  ),  whereas 
the  formula  appears  in  the  formula  bar  ( #  ). 


continued 


Crunch  Numbers  with 

a  Spreadsheet  (continued) 


Work  Faster 


Calculate  Totals  Quickly 

If  you  need  a  sum  of  a  list  of  numbers,  use  the  SUM  function.  Click  a 
cell  below  the  numbers  and  then  click  the  AutoSum  button  (0), 
which  is  available  in  most  spreadsheets.  In  some  spreadsheets,  such 
as  Excel,  you  can  select  the  cells  that  you  want  to  sum,  and  their 
total,  along  with  other  common  calculations,  appears  in  the  status 
bar  ( # ). 


Fill  a  Series 

Most  spreadsheet  programs  enable  you  to  save  time  by  completing  a  series 
of  values  automatically.  For  example,  if  you  need  to  enter  consecutive 
dates  in  consecutive  cells,  you  can  enter  just  the  first  few  dates,  select  the 
cells,  and  then  click  and  drag  the  lower  right  corner  to  fill  in  the  rest  of  the 
numbers.  Most  programs  also  fill  in  numbers,  as  well  as  the  names  for 
weekdays  and  months. 
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Manage  Tables 

The  row-and-column  format  of  a  spreadsheet  makes  the 
program  suitable  for  simple  databases  called  tables  (or 
lists).  Each  column  becomes  a  field  in  the  table,  and  each 
row  is  a  record.  You  can  sort  the  records,  filter  the  records 
to  show  only  certain  values,  and  add  subtotals. 
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Enhance  a  Spreadsheet 
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Format  Cells 

All  spreadsheet  programs  enable  you  to  format  cells  and  ranges  to  make  your 
work  more  attractive  and  effective.  You  can  format  text  with  fonts,  effects, 
sizes,  and  colors,  add  a  border  around  a  cell,  change  the  background  color  of 
a  cell,  and  align  text.  You  can  format  numbers  using  a  variety  of  number 
styles,  such  as  comma  or  currency,  which  includes  a  dollar  sign  ($). 


Change  Row  and  Column  Sizes 

The  default  column  widths  and  row  heights  are  not  fixed.  You 
can  adjust  the  widths  and  heights  to  fit  your  cell  data  or  to  create 
special  effects.  To  change  the  column  width  in  most  spreadsheets, 
you  simply  click  and  drag  the  right  edge  of  the  column  header 
(  #  ).  To  change  the  row  height,  you  can  click  and  drag  the  bottom 
edge  of  the  row  header. 
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Add  a  Chart 

A  chart  is  a  graphic  representation  of  spreadsheet  data.  As  the 
data  in  the  spreadsheet  changes,  the  chart  also  changes  to 
reflect  the  new  numbers.  Most  spreadsheet  programs  support 
a  wide  variety  of  charts,  including  bar  charts,  line  charts,  and 
pie  charts. 


Build  Presentations  with 
a  Presentation  Program 


A  presentation  program  enables  you  to  build 
professional-looking  slides  that  you  can  use 
when  making  a  presentation  to  convey  your 
ideas  to  other  people. 

Windows  7  does  not  come  with  a  presentation 
program.  Other  popular  presentation  programs 
include  Microsoft  PowerPoint,  Corel 
Presentations,  and  Lotus  Freelance  Graphics. 
The  freeware  Open  Office  productivity  suite 


contains  Impress,  a  presentation  application 
that  closely  resembles  older  versions  of 
Microsoft  PowerPoint.  Many  people  use 
Microsoft  PowerPoint,  and  PowerPoint  and 
Open  Office  Impress  share  a  common  file 
format.  So,  you  can  create  documents  in  Open 
Office  Impress  and  share  them  with  PowerPoint 
users. 


Presentation  Basics 


Slide 

A  presentation  consists  of  slides.  Each  slide  is 
a  single  screen  that  can  contain  your  text, 
images,  and  other  data.  A  slide  usually  deals 
with  only  a  single  topic  from  your 
presentation,  and  you  display  just  the  topic 
basics  —  often  in  point  form  —  while  you 
expand  on  the  topic  in  your  talk. 


Slide  Show 

A  slide  show  consists  of  a  collection  of  slides  in  a 
presentation,  as  well  as  details  such  as  the  transitions 
between  slides,  slide  animation  effects,  and  narration. 
You  can  present  the  slide  show  on  your  computer,  on  the 
Internet,  on  a  CD,  or  project  it  onto  a  screen. 
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Build  a  Presentation 


Add  Content 

Most  slides  contain  text,  which  usually  consists  of  a  slide  title 
followed  by  several  bulleted  points.  However,  most 
presentation  programs  also  enable  you  to  enhance  your  slides 
with  tables  and  nontext  content  such  as  charts,  images,  clip 
art,  and  even  multimedia  files  such  as  sound  clips  and  videos. 


3  Month  Sales  Figures  for  2010 
(In  Thousands) 


■  Widgets 

■  Gadgets 
«  Sedgets 


Format  the  Slides 

All  presentation  programs  enable  you  to  format  your  slides  for  maximum 
readability  and  impact.  You  can  format  text  with  fonts,  effects,  and 
colors.  You  can  change  font  size  and  spacing.  You  also  can  change  the 
paragraph  spacing  and  text  alignment,  and  add  a  shape. 
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You  can  change  how  the  slide  content  appears.  For  example,  you  can  add  a 
theme  to  your  presentation  that  appears  on  all  slides.  And,  you  can  use 

Themes 

animation  to  show  only  one  bullet  at  a  time.  You  can  also  change  the  transition 
from  one  slide  to  another.  For  example,  you  can  fade  the  current  slide  out  and 
fade  the  next  slide  in. 

Run  the  Slide  Show 

Most  presentation  programs  give  you  a  great  deal  of  flexibility  for  setting  up 
the  slide  show.  For  example,  you  can  choose  to  advance  the  slides  manually  by 
clicking  the  mouse,  or  automatically  at  a  defined  interval.  You  can  loop  the 
slides,  and  turn  narration  on  and  off. 
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Store  Information 
with  a  Database 


A  database  program  enables  you  to  store, 
manipulate,  and  view  large  quantities  of 
related  data.  The  simplest  example  of  a 
database  is  the  telephone  book,  which  contains 
address  and  telephone  information  for  each 
listed  name. 

Windows  7  does  not  ship  with  a  database. 
Other  popular  databases  include  Microsoft 


Access,  Corel  Paradox,  and  Lotus  Approach.  The 
freeware  Open  Office  productivity  suite  contains 
Base,  a  presentation  application  that  closely 
resembles  older  versions  of  Microsoft  Access. 
Many  people  use  Microsoft  Access,  and  Access 
and  Open  Office  Base  share  a  common  file 
format.  So,  you  can  create  databases  in  Open 
Office  Base  and  share  them  with  Access  users. 


Database  Basics 


Table 

A  table  is  where  you  store  your  data.  Each  table  is  a 
collection  of  related  information,  such  as  a  list  of 
employees,  products,  orders,  or  recipes,  and  most 
database  files  consist  of  multiple  tables.  Each  table 
consists  of  multiple  records. 


Record 

A  record  is  a  collection  of  related  information 
about  one  item  in  the  table.  For  example,  in  an 
employee  table,  the  information  about  each 
employee  would  be  a  record.  Records  appear 
across  rows  in  the  database  table. 


Field 

A  field  is  one  element  of  information  in  a 
record.  For  example,  in  an  employee  record, 
the  employee's  last  name  is  a  field.  Other  fields 
could  include  the  employee's  first  name,  job 
title,  birth  date,  and  hire  date.  Fields  appear  in 
columns  in  the  database  table. 

Field  Name 

Each  field  in  a  table  has  a  unique  name  to 
identify  it.  Field  names  appear  in  the  first  row 
of  the  table. 
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Work  with  Data 


Query  Data 

A  query  is  a  method  for  extracting  information  from  a  table  by 
applying  specific  conditions,  called  criteria,  to  the  data.  For  example, 
in  a  table  of  customer  sales  data,  you  can  create  a  query  to  display 
the  top  ten  non-U. S.  customers. 


Enter  Data  with  a  Form 

HU  Employees! 

All  databases  rely  on  having  accurate,  timely  information,  and  so  it 
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help  you  do  this,  all  database  programs  allow  you  to  design  forms 

Last  Name 
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for  data  entry.  A  form  is  a  screen  that  usually  presents  one  record 

First  Name 
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at  a  time.  The  design  of  the  form  makes  entering  data  easier. 

Title 

Sales  Representative 

Titie  Of  Courtesy 
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Birth  Date 

08-Dec-48 

View  Data  in  a  Report 

A  report  is  a  summary  of  the  data  contained  in  a  table  or  a  query. 
You  can  format  the  report  to  present  the  data  attractively  and 
effectively,  and  most  database  programs  allow  you  to  supplement 
the  report  with  subtotals  and  other  calculations. 


Manipulate  Pictures 
with  an  Image  Editor 


You  can  use  your  computer  to  create,  view,  and 
manipulate  pictures,  drawings,  digital  photos, 
scanned  images,  screenshots,  and  other  types 
of  graphic  files.  Using  a  drawing  program,  you 
can  create  images  and  make  basic  edits.  Image 
editors  contain  more  extensive  editing  tools. 

Windows  7  ships  with  a  drawing  program  called 
Paint.  The  freeware  Open  Office  productivity 


suite  includes  Draw,  a  drawing  program 
comparable  to  Microsoft  Visio,  with  more 
extensive  drawing  capabilities  than  Paint.  The 
freeware  Windows  Live  Essentials,  available 
from  Microsoft,  contains  an  image-editing 
program  called  Photo  Gallery.  Other  popular 
image  editors  include  Adobe  Photoshop  and 
Corel  PaintShop  Photo  Pro. 


Obtain  Images 


Create  Images 

Drawing  and  painting  programs  enable  you  to  create 
your  own  images.  You  can  use  a  drawing  program  for 
relatively  simple  line  drawings,  and  you  can  use  a 
painting  program  for  more  elaborate  works.  Both 
types  of  programs  offer  a  number  of  tools  for  creating 
shapes,  drawing  freehand,  and  applying  colors. 


Import  Images 
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All  image  editors  enable  you  to  open  existing  image  files  stored  on 
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your  computer.  If  the  image  you  want  is  stored  on  a  digital  camera 
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or  exists  on  paper,  most  image  editors  can  acquire  the  image  from 
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the  camera  or  a  document  scanner. 
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Work  with  Images 
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Manipulate  Images 

Once  you  open  the  image  in  an  image  editor,  the 
program  offers  a  number  of  methods  for  manipulating 
the  image.  For  example,  you  can  change  the  size, 
crop  out  parts  that  you  do  not  need,  and  flip  or 
rotate  the  image. 


Enhance  Photos 

The  better  image  editors  include  a  number  of  tools  that  enable  you  to  retouch  and 
enhance  your  photos.  For  example,  you  can  remove  red  eye,  adjust  the  color  balance 
and  contrast,  and  sharpen  the  image. 


Auto  adjust 
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Black  and  white  effects 


Add  Effects 

Most  image  editors  also  enable  you  to  add  special  effects  to 
an  image.  For  example,  you  can  take  a  color  photo  —  even 
a  digital  photo  —  and  make  it  look  like  it  was  taken  with 
black-and-white  film. 


with  a 
Program 

Windows  Live  Essentials  do  not  include  desktop¬ 
publishing  programs.  Popular  desktop  publishers 
include  Microsoft  Publisher,  Adobe  InDesign,  and 
QuarkXPress.  You  can  download  a  free  trial  of 
Microsoft  Publisher  as  part  of  a  trial  version  of 
Office  2010  Professional.  You  can  purchase 
Microsoft  Publisher  separately  if  you  do  not  want 
the  other  programs  in  the  Office  suite. 


Choose  a  Publication  Type 

Your  first  step  with  a  desktop-publishing  program  is  to  choose  the  type 
of  publication  that  you  want  to  compose.  Most  desktop-publishing 
programs  offer  a  number  of  publication  types.  These  types  add  a 
number  of  design  elements  automatically,  which  is  easier  than  creating 
the  entire  document  yourself. 


Choose  a  Design 

Once  you  have  chosen  your  publication  type,  your  next  step  is  to  choose 
an  overall  design  for  the  publication,  which  includes  text  formatting, 
page  layout,  and  graphic  accent  elements.  Choosing  a  design  saves  you 
from  having  to  construct  these  items  yourself. 


Add  or  Edit  Text 

Prefabricated  publications  contain  text  placeholders  that  say  things 
like  "Newsletter  Title,"  "Name  of  Recipient,"  and  "Business  Name." 
Click  these  placeholders  and  type  the  text  that  you  want.  To  add 
new  text,  you  insert  a  text  box  and  type  your  text  in  the  box. 
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Create  Publications 
Desktop-Publishing 

A  desktop-publishing  program  enables  you  to 
compose  professional-looking  publications  that 
combine  text  and  images.  For  example,  you  can 
create  flyers,  brochures,  greeting  cards, 
catalogs,  newsletters,  and  letterheads. 

Windows  7  does  not  come  with  any  built-in 
desktop-publishing  programs.  And,  major 
freeware  applications  such  as  Open  Office  and 
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Add  Images 

All  desktop-publishing  programs  enable  you  to  add  image  files  to  your 
publication,  either  as  new  images  or  as  replacements  for  images  in  the 
prefabricated  designs. 

- - - 


Click  and  Drag 

J  econda  S  tory  Headline 

Once  all  of  your  publication  elements  are  on  the  page,  you  can 
adjust  the  page  layout  to  maximize  the  attractiveness  and 
effectiveness  of  the  publication.  Each  text  box  and  image  on  the 
page  is  a  separate  item  that  you  can  click  and  drag  with  your 
mouse  to  move  to  the  appropriate  location. 
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Spelling  Research  Thesaurus 
Proofing 


Review 

All  desktop-publishing  programs  enable  you  to  check  the  spelling  and  grammar  in  your 
publication.  Using  these  tools,  you  can  avoid  embarrassing  moments  and  save  money 
by  catching  these  types  of  mistakes  before  you  print  or  mail  your  publication. 
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Using 

Multimedia 


You  can  use  a  combination  of 
software  and  hardware  to  play, 
view,  and  edit  a  wide  variety  of 
multimedia.  For  example,  you 
can  use  your  computer  to  listen 
to  sounds  and  music,  and  view 
photos,  drawings,  videos,  and 
animations. 


How  Digital  Cameras  Work.  . . 158 
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Understanding  Digital  Video . . . 164 


Understanding  Digital  Audio . . . 166 


Copy  Music  CD  Tracks  to  Your  Computer . 168 


Play  Music  Using  Your  Computer . 170 


Create  a  Music  CD . 172 
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Windows  7  Games . . . 176 


How  Digital 
Cameras  Work 


You  can  use  a  digital  camera  to  take  photos 
that  the  camera  stores  internally  on  a  memory 
card.  You  can  then  connect  the  camera  to  your 
computer  and  transfer  some  or  all  of  the  photos 
to  your  hard  drive. 


You  can  use  a  digital  video  camera  —  also 
called  a  camcorder  —  to  record  videos  that  the 
camera  stores  internally.  You  can  then  connect 
the  video  camera  to  your  computer  and  transfer 
the  video  to  your  computer  for  editing  and  for 
transfer  to  a  DVD. 


Megapixels 

One  of  the  most  important  features  of  a  digital  still  or 
video  camera  is  the  number  of  megapixels,  which 
measures  the  detail  in  each  photo.  A  megapixel  represents 
a  million  pixels.  (See  the  section  "Discover  Digital  Images" 
to  learn  more  about  pixels.)  The  number  of  megapixels 
affects  the  quality  of  the  image  and  the  image  size  you 
can  print;  the  more  megapixels,  the  better  the  picture. 


Digital  Camera  Memory 

All  digital  cameras  have  some  form  of  internal  memory  —  usually  in  the  form 
of  a  memory  card,  such  as  a  CompactFlash  card  —  that  they  use  to  store  the 
photos  that  you  take.  If  you  take  a  photo  that  you  do  not  like,  you  can  delete 
it  from  memory  and  try  again.  The  amount  of  memory  affects  the  number  of 
photos  that  the  camera  can  store  internally,  and  so  the  more  memory  the 
camera  has,  the  more  photos  it  can  store. 


Digital  Video  Camera  Storage 

Like  their  still-picture  cousins,  digital  video  cameras  store  your 
video  footage  internally  until  you  are  ready  to  transfer  the 
footage  to  your  computer.  Digital  video  cameras  use  a  wide 
variety  of  storage  devices,  including  memory  cards,  optical 
disks,  and  hard  drives.  Older  digital  video  cameras  store  video 
footage  on  cassette  tapes. 
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Features 

Today's  digital  cameras  and  digital  video  cameras 
come  with  many  of  the  features  found  in  film  cameras, 
including  built-in  flashes  and  zoom  lenses.  These 
cameras  also  come  with  LCD  screens,  and  many  digital 
still  cameras  can  also  capture  short  video  sequences. 


Yu.. 


T ransfer  Photos 

When  you  are  ready  to  work  with  your  photos,  you  can 
transfer  them  to  your  computer  using  either  of  two 
techniques.  You  can  remove  the  camera's  memory  card 
and  insert  it  in  the  memory  card  reader  attached  to  your 
computer.  Or,  you  can  connect  your  digital  camera  to 
your  computer  using  a  USB  cable  and  use  the  software 
that  came  with  the  camera  to  transfer  the  images  to 
your  computer.  When  the  transfer  is  complete,  delete 
the  images  from  the  camera  so  that  you  can  store  new 
photos. 


Transfer  Videos 

The  method  you  use  to  transfer  videos  to  your 
computer  depends  on  the  storage  method  of  the 
camera.  For  example,  if  the  camera  uses  optical  discs, 
you  remove  the  disc  from  the  camera  and  insert  it  in 
your  optical  drive.  If  your  camera  uses  memory  cards, 
you  can  remove  them  from  the  camera  and  insert 
them  in  your  computer's  memory  card  reader,  or  you 
can  connect  your  digital  video  camera  to  your 
computer  using  a  USB  cable. 


How  Webcams 
Work 


You  can  use  a  webcam  to  capture  live  photos 
directly  to  your  computer  or  to  an  Internet  site. 
The  webcam  captures  photos  at  intervals  you 
specify  and  then  stores  them  on  your  computer. 
Many  webcams  capture  video  as  well  as  still 
photos,  and  you  can  use  a  webcam  in  a  video 
conversation. 


You  can  also  use  a  webcam  to  record  live  video 
for  use  in  video  e-mails.  A  video  e-mail  is  an 
e-mail  message  that  includes  a  video  captured 
by  a  webcam  as  an  attachment.  Video  e-mail  is 
a  convenient  way  to  share  short  home  movies 
with  friends  or  family. 


Live  Photos 

Most  webcams  come  with  special  software  that  enables  you  to  capture  live  photos 
at  regular  intervals.  You  can  then  send  each  new  photo  to  your  Web  site  to  create  a 
constantly  updated  view  of  a  scene  or  object.  Most  webcam  software  also  enables 
you  to  send  a  photo  through  e-mail. 


Live  Video 

Many  webcams  can  also  capture  live  video.  For  example,  the  San  Diego  Zoo 
displays  their  "Panda  Cam"  live  video  of  the  Giant  Panda  exhibit;  they  use  a  webcam 
to  stream  the  activities  of  the  pandas  over  the  Internet.  They  also  have  a  Polar  Cam, 
an  Elephant  Cam,  and  an  Ape  Cam,  so,  you  can  go  to  the  zoo  while  you  sit  at  your 
computer.  To  watch  their  live  video  cams,  visit  www.sandiegozoo.org. 
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Video  Conversation 

A  video  conversation,  or  video  chat,  is  an  Internet-based  form  of  communication 
in  which  two  people  can  both  see  and  hear  each  other.  To  have  a  video 
conversation,  both  parties  need  a  webcam,  a  sound  card,  speakers,  and  a 
microphone.  Many  webcams  have  built-in  microphones,  and  software  such  as 
Windows  Messenger  enables  you  to  have  a  live  video  chat. 


Site  Monitoring 

A  webcam  is  a  useful  tool  for  monitoring  a  site.  For  example,  you  could 
enhance  the  security  of  your  home  or  office  by  using  a  webcam  to  monitor 
a  live  feed  of  your  front  door  or  a  secure  area.  Similarly,  many  parents  use 
webcams  to  monitor  toddlers  and  children.  Some  webcams  have  built-in 
motion  sensors,  so  that  they  transmit  video  only  when  they  detect  movement. 
You  can  find  steps  for  setting  up  your  webcam  as  a  security  tool  at  www. 
simplehelp.net.  On  the  site,  search  for  "webcam  security." 
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Players  Work 


You  can  use  a  digital  audio  player,  also  called 
an  MP3  player,  to  store  and  play  digital  music 
files.  Digital  audio  players  are  small, 
lightweight,  and  sturdy,  so  you  can  listen  to 
music  while  walking,  jogging,  or  performing 
errands.  Popular  digital  audio  players  include 
the  Apple  iPod,  the  Microsoft  Zune,  the 


SanDisk  Sansa,  the  Creative  Zen  Vision,  and  the 
Toshiba  Gigabeat. 

You  can  synchronize  media  on  your  computer 
with  media  on  your  digital  audio  player  using 
software.  For  example,  you  use  iTunes,  a  free 
utility  that  you  download  from  the  Internet,  to 
synchronize  media  on  your  computer  and  media 
on  an  iPod. 


Storage 

Most  digital  audio  players  store  music  files  internally  using  flash 
memory  chips  that  allow  for  quick  recording  and  erasing  of  files. 
The  flash  memory  is  built  either  into  the  player  or  on  removable 
memory  cards.  Some  players,  such  as  the  Apple  iPod  and  the 
Microsoft  Zune,  have  internal  hard  drives.  Most  players  support 
at  least  two  music  file  formats:  MP3  and  WMA.  For  more  about 
these  file  types,  see  "Understanding  Digital  Audio." 


Features 

Digital  audio  players  range  from  simple  devices  that  only  play 
music  to  more  complex  devices  that  show  pictures  and  videos. 
Many  players  have  FM  tuners  that  enable  you  to  listen  to  FM  radio. 
Other  players  have  built-in  microphones  for  voice  recording.  For 
walking  or  jogging  with  your  player,  you  might  need  either  an  arm 
strap  or  a  belt  clip. 


Access  Music 

wmm  — ...p-assps —  hub 

You  place  music  onto  your  digital  audio  player  either  by  buying  the 
music  from  the  Internet  or  by  transferring  audio  tracks  from  your 
computer.  Most  digital  audio  players  connect  to  the  computer 
through  a  USB  cable.  The  players  also  use  software  that  enables  you 
to  organize  your  music  files  and  send  them  to  the  player,  and  the 
software  you  use  depends  on  the  digital  audio  player  you  use. 
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Understanding 
Digital  Images 


A  digital  image  is  any  picture  that  exists  in  an 
electronic  format,  including  photos,  drawings, 
scanned  pictures,  and  clip  art.  You  can  create 
digital  drawings  and  clip  art  using  drawing 
software;  you  also  can  find  many  free  clip  art 
images  on  the  Internet.  You  can  create  digital 
photos  with  a  digital  camera  or  by  scanning  a 
print.  Once  you  have  digital  images  on  your 


computer,  you  can  incorporate  them  into 
presentations,  reports,  e-mail  messages,  and 
Web  pages. 

To  understand  how  to  work  with  digital 
images,  you  need  to  learn  a  few  fundamental 
concepts.  For  example,  you  should  understand 
pixels,  image  resolution,  color  quality,  image 
compression,  and  file  formats. 


Pixels 

A  pixel,  short  for  picture  element,  is  a  tiny  square  of  light  on  your 
screen.  Everything  you  see  on  your  computer  is  displayed  by 
changing  the  colors  of  individual  pixels.  A  typical  screen  can  have 
anywhere  from  480,000  to  nearly  2  million  pixels,  arranged  in  a 
row-and-column  grid. 


Pixels- 
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Resolution 

The  image  resolution  is  given  by  the  density  of  the  pixels  in  the  image. 
The  higher  the  resolution  —  that  is,  the  higher  the  pixel  density  —  the 
sharper  the  image.  Image  resolution  is  measured  in  pixels  per  inch,  or 
PPI  (  #  ).  Typical  values  are  75,  1 50,  and  300  PPI. 


Color  Quality 

The  color  quality,  also  called  the  bit  depth,  measures  how  much  color 
information  is  available  to  display  or  print  each  pixel  in  an  image. 
Higher  color  quality  means  a  more  accurate  representation  of  colors  in 
a  digital  image  but  also  a  larger  file  size  for  the  image.  For  example,  a 
pixel  with  a  bit  depth  of  1  has  two  possible  values:  black  and  white. 
Common  color-quality  values  are  256  colors  (also  called  8-bit  color), 
65,536  colors  (16-bit),  and  16  million  colors  (24-bit). 
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Work  with  Images 

You  can  use  image-editing  software  to  view  and 
edit  your  digital  images.  For  example,  you  can 
change  the  image  size,  crop  out  elements  that  you 
do  not  want,  or  add  special  effects.  You  can  print 
the  photos  on  a  color  or  photo  printer,  or  you  can 
have  a  store  print  them  for  you. 


Adobe  Photoshop 
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Image  Compression 

To  make  large  digital  files  easier  to 
manipulate,  most  images  are  compressed 
to  a  certain  extent  to  make  them  smaller. 
Some  formats  use  lossy  compression,  which 
removes  redundant  or  unneeded  pixels  in 
the  image.  Other  formats  use  lossless 
compression,  which  maintains  the  integrity 
of  the  original  image.  In  general,  lossy 
compression  generates  smaller  but  poorer- 
quality  files  than  files  generated  by  lossless 
compression. 


File  Formats 

You  can  save  digital  image  files  in  a  variety  of  formats, 
each  of  which  has  its  own  features  and  advantages.  For 
example,  BMP  (bitmap)  images  use  lossless  compression 
and  are  good  for  color  drawings.  JPEG  images  use  lossy 
compression,  and  the  resulting  small  files  are  good  for 
uploading  to  a  Web  site  or  sending  through  e-mail. 

TIFF  images  use  lossless  compression  and  are  good  for 
rendering  photos  and  scanned  images. 


JPG  -  JPEG  Image 

MHT  -  Web  Page  with  Imac 


PDF  -  Adobe  PDF 
PNG  -  Portable  Network  Gr 
5NAG  -  5nagit  Capture  File 
5WF  -  Adobe  Flash 


TIF  -  Tagged  Image  File 


Understanding 
Digital  Video 


A  digital  video  is  a  series  of  consecutive  pictures 
that  produce  a  moving  image  that  exists  in  an 
electronic  format.  Examples  of  digital  video 
include  files  transferred  from  a  digital  video 
camera,  live  feeds  from  a  webcam,  DVD 
movies,  and  animations.  Once  you  have  digital 
videos  on  your  computer,  you  can  incorporate 


them  into  presentations,  e-mail  messages,  and 
Web  pages. 

Understanding  digital  videos  requires  that  you 
learn  about  a  few  fundamental  concepts,  such 
as  frame  rates,  video  size,  video  compression, 
and  video  file  formats. 


Frame  Rate 

The  frame  rate  measures  the  number  of  still  images,  or  frames,  that  a 
digital  video  file  displays  every  second.  The  frame  rate  is  measured  in 
frames  per  second  (fps).  The  higher  the  frame  rate,  the  smoother  the 
motion  appears  in  the  digital  video;  however,  this  results  in  a  larger  file 
and  the  need  for  more  processing  power.  The  two  most  common  frame 
rates  for  digital  video  are  30  fps  (full-motion  video),  which  produces 
smooth  motion,  and  15  fps,  which  produces  jerky  motion. 


Video  Size 

The  video  size  measures  the  dimensions  —  the  width  and 
height  —  of  the  video  frames,  expressed  in  pixels.  For 
example,  a  320x240-pixel  video  has  frames  that  are  320 
pixels  in  width  and  240  pixels  in  height.  The  greater  the 
video  size,  the  larger  the  file  size,  and  the  more  processing 
power  required  to  play  the  file.  The  most  common  digital 
video  sizes  are  320x240,  640x480,  and  720x480,  also 
called  full-screen  video. 
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Work  with  Videos 

After  you  transfer  the  video  to  your  computer,  you  can  use 
video-editing  software  to  view  and  edit  the  video.  Windows  7 
offers  Windows  Movie  Maker,  a  very  basic  video-editing 
software  package,  and  third-party  products  such  as  Adobe 
Premier  and  Roxio  Creator  are  also  available.  You  can 
rearrange  clips,  add  sound  effects,  and  insert  transitions 
between  scenes. 


6  ■>>  V  j  Mjr  Movie  -  Windows  Live  Movie  Maker  !  Video  Tools 

Home  Animations  'Visual  Effects  View  Edit 
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Video  Compression 

Digital  video  files  can  be  huge,  and  so  some  compression  is  required 
to  make  the  files  easier  to  use.  All  digital  video  recorder  compression 
formats  use  lossy  compression,  which  removes  redundant  or 
unneeded  portions  of  the  video.  For  example,  the  compression  may 
record  only  the  data  that  changes  from  one  frame  to  another,  rather 
than  entire  frames. 


File  Formats 

You  can  save  digital  video  files  in  a  variety  of  formats,  each  of 
which  has  its  own  features  and  advantages.  The  most  common 
format  is  MPEG  (Motion  Picture  Experts  Group),  which  uses 
lossy  compression  and  has  three  main  standards:  MPEG-1, 
which  produces  near-VHS-quality  video;  MPEG-2,  which 
produces  DVD-quality  video;  and  MPEG-4,  which  is  an  enhanced 
version  of  MPEG-2  that  produces  even  smaller  files.  WMV 
(Windows  Media  Video)  is  similar  to  MPEG-4,  but  produces 
even  smaller  files.  AVI  files  are  limited  to  320x240  pixels  at 
30  fps,  but  are  supported  by  all  versions  of  Windows. 


Understanding 
Digital  Audio 


Digital  audio  is  any  sequence  of  sounds  that 
exists  in  electronic  format,  including  music, 
audio  CDs,  sound  effects,  recorded  sounds,  and 
the  narration  or  sound  track  that  accompanies  a 
digital  video.  Once  you  have  digital  audio  on 
your  computer,  you  can  listen  to  it  as  well  as 


incorporate  it  into  presentations,  digital  video 
projects,  and  Web  pages. 

Understanding  digital  audio  requires  that  you 
learn  about  a  few  fundamental  concepts,  such 
as  digital  sampling,  bit  rates,  MP3s  and  other 
audio  file  formats,  and  music  licensing. 


Digital  Sampling 

Digital  sampling  is  the  process  by  which  an  analog  sound  wave  is  converted  into  a  digital  format.  A 
sample  is  a  snapshot  of  the  sound  wave  at  a  given  moment.  The  sample  is  a  measurement  of  the  wave  s 
height  (its  loudness  or  amplitude),  and  these  measurements  are  taken  at  discrete  intervals  to  form  a 
digital  approximation  of  the  original  wave. 


L MiA>  OMpi 


D 


View  iAiim  rd  4HWi  abot*  »**ectrd 


Bit  Rate 

The  bit  rate,  also  spelled  bitrate,  measures  the  digital  sampling  rate  used 
to  create  a  digital  audio  file.  Bit  rate  is  measured  in  thousands  of  bits  per 
second  (Kbps)  (  #  ).  Although  a  higher  bit  rate  results  in  a  better  sound 
quality,  it  also  results  in  a  larger  file.  For  example,  a  digital  audio  file 
sampled  at  128  Kbps  (called  near-CD  quality)  sounds  better  than  one 
sampled  at  64  Kbps  (called  FM  radio  quality),  but  the  resulting  file  is  twice 
as  large. 


MP3s 

The  Motion  Picture  Experts  Groups  Audio  Level  3,  or 
MP3,  is  one  of  the  most  popular  audio  file  formats. 

It  compresses  digital  audio  by  removing  extraneous 
sounds  that  the  human  ear  does  not  normally  detea. 
This  process  results  in  high-quality  audio  files  that 
are  one-tenth  the  size  of  uncompressed  audio,  thus 
making  MP3s  ideal  for  downloading  and  storing  on 
digital  audio  players  (frequently  called  MP3  players, 
even  when  they  support  other  audio  formats). 
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Other  File  Formats 

Besides  MP3,  digital  audio  comes  in  a  number  of  other 
file  formats.  The  most  popular  of  these  is  Windows 

Media  Audio  (WMA),  which  produces  audio  files  with  the 
same  quality  as  MP3,  but  that  are  compressed  to  about 
half  the  size.  WMA  is  often  used  for  digital  audio  player 
storage  because  it  can  fit  twice  the  number  of  songs  as 

MP3.  The  WAV  format  is  supported  by  all  Windows 
versions,  but  it  is  uncompressed  and  so  is  suitable  for 
only  short  sound  effects  or  snippets.  Less  popular  audio 
formats  are  MIDI,  AIFF,  and  AU. 

- - - - - - - - 

MPEG-4  Audio  (*.m4a) 

GSM  (Tgsm) 

Dialogic  Vox  (*,vox) 

Raw  Audio  (*.raw) 

RSS  Podcast  Audio  (*.rss) 

M3U  Playlist  File  (*,m3u) 

PLS  Playlist  File  (*.pls) 

WPL  Playlist  File  (*.wpl) 

AMR  Narrowband  Audio  (*,amr) 

Musepack  Audio  (*.mpc) 

Monkey's  Audio  Codec  (Tape) 

Speex  (*.spx) 

Wave  (*,wav) 
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Work  with  Digital  Audio 

You  can  use  audio-editing  software  to  play  and  edit 
your  digital  audio.  For  example,  you  can  delete 
portions  of  the  file,  change  the  volume  or  speed, 
and  add  special  effects.  You  can  also  use  some 
audio-editing  programs  to  record  sounds  through  a 
microphone  or  from  an  external  audio  source  such 
as  a  turntable,  cassette  player,  or  digital  audio  tape 
player. 
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Digital  Audio  Licenses 

Some  digital  audio  content  is  in  the  public  domain,  which  means  that 
you  can  use  it  without  paying  for  it.  However,  most  digital  audio 
content  —  particularly  commercial  music  —  is  protected  by  copyright. 
This  means  that  legally  you  should  not  play  the  audio  unless  you  get 
permission  or  pay  a  fee.  In  either  case,  you  are  given  a  digital  license 
(  #  )  that  allows  you  to  play  the  audio  file,  and  that  may  also  place 
restrictions  on  whether  you  can  copy  the  file  to  devices  other  than 
your  computer. 

Enhanced  Playback  and  Device  Experience 

HZ]  Display  media  information  from  the  Internet 

03  Update  music  files  by  retrieving  media  info  from  the  Internet  ^  ^ 

£7]  Download  usage  rights  automatically  when  I  play  or  sync  a  file 
(50  Automatically  check  if  protected  files  need  to  be  refreshed 

EZ3  Set  clock  on  devices  automatically 

Copy  Music  CD  Tracks 
to  Your  Computer 


You  can  copy  tracks  from  a  music  CD  to  your 
computer's  hard  drive  and  to  the  Library  in 
Windows  Media  Player.  This  enables  you  to 
listen  to  an  album  using  your  computer's 
speakers  without  having  to  put  the  CD  into 
your  optical  drive  each  time.  The  process  of 
adding  tracks  from  a  CD  to  your  computer  and 


Windows  Media  Player  is  called  ripping. 

Windows  Media  Player  functions  in  two  modes: 
Now  Playing  and  Library.  The  mode  you  see 
when  you  open  Windows  Media  Player  depends 
on  the  mode  in  which  you  last  used  Windows 
Media  Player. 


Copy  Music  CD  Tracks  to  Your  Computer 


0  Insert  a  CD  into  your 
computer's  optical  drive. 

Note:  If  the  AutoPlay  window 
appears,  dick  S3. 

0  Click  here  to  open  Windows 
Media  Player. 

Note:  Perform  Step  3  only  if 
Windows  Media  Player  opens  in 
Now  Playing  mode  and  you  see 
the  Go  to  Library  button. 
Otherwise,  skip  to  Step  4. 

0  Click  Go  to  Library. 


The  Library  mode  appears. 

0  Click  the  optical  drive 
containing  the  music  CD. 
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#  Windows  Media  Player 
displays  a  list  of  the  CD's 
tracks. 

0  Click  any  CD  tracks  that  you  do 
not  want  to  copy  (HI  changes 
to  □). 

0  Click  Rip  CD. 


Windows  Media  Player  begins 
copying  the  tracks. 

#  The  Rip  Status  column  displays 
the  progress. 

#  If  you  want  to  cancel  the 
operation  before  it  is  complete, 
you  can  click  Stop  rip. 

#  After  each  file  is  copied,  the 
Rip  Status  column  displays  a 
Ripped  to  Library  message. 

Note:  The  copy  is  complete 
when  all  the  tracks  you  selected 
display  the  Ripped  to  Library 
status. 


can  I  adjust  the  quality  of  the  copies? 

Yes.  You  do  that  by  changing  the  audio  quality,  which  is 
measured  in  kilobits  per  second  (Kbps):  the  higher  the  value, 
the  higher  the  quality,  but  the  more  disk  space  each  track 
takes  up.  Before  Step  6,  click  Rip  settings.  From  the  menu 
that  appears,  click  Audio  Quality.  From  the  menu  that 
appears,  click  the  value  you  want. 


32  Kbps  (Smallest  see) 
48  Kbps 

64  Kbps  (Default) 

96  Kbps 
128  Kbps 
160  Kbps 

192  Kbps  (Best  quality) 


Play  Music  Using 
Your  Computer 


You  can  use  Windows  Media  Player  to  play 
music  through  your  computer.  Windows  Media 
Player  is  a  free  utility  that  comes  with  Windows 
7.  You  can  play  music  with  or  without  a  music 
CD;  to  play  music  without  using  the  music  CD, 
you  must  first  rip  the  CD  tracks  to  your 
computer.  See  "Copy  Music  CD  Tracks  to  Your 
Computer"  for  details. 


Windows  Media  Player  helps  you  manage  and 
navigate  your  media  library  and  play  back  and 
record  audio  files  and  music  CDs.  Windows 
Media  Player  also  displays  pictures  and  plays 
videos,  but  this  section  focuses  on  using 
Windows  Media  Player  to  play  music. 


Play  Music  Using  Your  Computer 


Play  a  CD 

0  Insert  a  music  CD  in  your 
computer's  optical  drive. 

0  If  the  AutoPlay  window  appears, 
click  Play  audio  CD. 


Au 


AutoPlay 


DVD  RW  Drive  (D:)  Audio  CD 


Always  do  this  for  audio  CDs: 


Audio  CD  options 


OPIay  audio  CD 

  J|l  us#ig  Windows  Media  Player 


View  more  AutoPlay  options  in  Control  Panel 


m 


Windows  Media  Player 
appears,  playing  the  CD  in 
Now  Playing  mode. 

#  On  commercial  CDs,  the  album 
cover  appears  here. 

#  You  can  move  ^  into  the 
Windows  Media  Player  window 
to  view  playback  controls. 
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O  Windows  Media  Player 

File  View  Play  Tools  Help 

►  Library  ►  Music  ►  Album  ►  Strauss  Waltzes  (Digitally  Remastered] 
Organize  ▼  Stream  ▼  » 


:  IjEXhJSSI 


Library 

S  Playlists 
•  Jd  Music 
£3i  Artist 
@  Album 
©  Genre 
3  Videos 
La  Pictures 
Recorded  TV 

|jp  Other  Libraries 

>  if’  Elaine  (amd-740-500 

>  if  Elaine  Marmel  (amd 


*  Media  Guide 


=5  ▼  (Seonrh 

Album 

Strauss  Waltzes  (Digitally  Remastered) 

j  Strauss  Waltzes  (Digit... 
[  Vienna  Symphony  Or... 
|  Classical 


Blue  Danube  Waltz 

Vienna  Bon  Sons 
Emperor  Waltz 
Morning  Papers  Waltz 
Tales  From  The  Vienna  ... 
The  Artist's  Life  Walltz 
Wine,  Women  and  Son... 
Vienna  8lood 
Caglios^n^er 
The  VoH^Hpring  W... 
Myrtle  Waltz 

The  Kiss  \Mtz 
You  And  You  Waltz 


Play  Burn  Sync 

Save  list  Clear  list  17-1^ 

a  Blue  Oanube  Waltz 

Strauss  Waltzes  (Digitally  Re... 
Vienna  Symphony  Orchestra 

Shop 


j  'I3  Unsaved J 

i »  8lue  Danube  Waltz- 

Vienna  Bon  Bons 
Emperor  Waltz 
Morning  Papers  Waltz 


4  items,  2 

Johann  Strauss  li  [Co...  0006  U  O  |  ■  \  j  ♦>  - '  9  items  selected,  44  r 


t 


is  there  another  way  to  just  play  a  single  track 
that  I  have  ripped  to  my  computer? 

Yes.  Open  Windows  Explorer  and  navigate  to  the 
folder  containing  the  track  you  want  to  play  — 
typically,  a  folder  inside  the  My  Music  folder  —  and 
double-click  the  track  you  want  to  play. 


Play  Tracks  on  Your  Hard  Drive 

0  Open  Windows  Media  Player. 

Note:  See  "Copy  Music  CD 
Tracks  to  Your  Computer"  to 
open  Windows  Media  Player. 

0  Double-click  Music. 

0  Click  Album. 

0  Double-click  the  album  you 
want  to  play. 

#  The  album's  tracks  appear  here. 

0  Select  the  tracks  you  want  to 
play. 

Note:  You  can  press  and  hold 
Uli  as  you  click  to  select 
multiple  individual  tracks. 

0  Click  and  drag  the  tracks  to  the 
Play  list. 

#  The  tracks  appear  in  the  Play 
list  and  Windows  Media  Player 
begins  playing  the  tracks. 

#  The  track  currently  playing 
appears  blue  with  a  small  carat 
beside  it. 

#  You  can  click  Switch  to  Now 
Playing  (EH)  to  display  only 
the  album  art  and  playback 
controls. 


;  ►  Libraries  ►  Music  ►  MyMusic  ►  Strauss  Waltzes 
Organize  ▼  Share  with  »  Play  all  Bum  New  folder 


a  ^  Favorites 
§£  Desktop 
!j&  Downloads 
‘jgi  Recent  Places 

a  i  Libraries 
i>  If)  Documents 
a  J)  Music 
a  Sjfr  My  Music 

it  Strauss  Waltzes 
Public  Music 


Music  library 

Strauss  Waltzes 


Contributing  artists 


Name 

pi  01  -  Blue  Danube  W...  Vienna  Symphony... 
|«h  02  -  Vienna  Bon  Bo,.,  Vienna  Symphony... 
[^j  03  -  Emperor  Waltz..,.  Vienna  Symphony... 
pj  04  -  Morning  Paper,..  Vienna  Symphony... 
\£  05-  Tales  From  The...  Vienna  Symphony,.. 
p|  06  -  The  Artist's  Life...  Vienna  Symphony.,. 
07  -  Wine,  Women  ...  Vienna  Symphony... 


Create  a 
Music  CD 


You  can  create  a  CD  of  music  tracks  stored  on 
your  computer.  When  you  copy  music  tracks  to 
a  CD,  you  burn  them  to  the  CD.  Burning  a 
music  CD  enables  you  to  make  a  backup  of 
music  you  buy  and  download  from  the  Internet. 
It  also  enables  you  to  create  customized  CDs 
that  contain  tracks  from  different  albums. 


You  can  use  Windows  Media  Player  to  burn 
tracks  to  a  music  CD.  The  process  involves 
selecting  the  songs  you  want  to  burn  to  the  CD; 
as  you  burn  your  CD,  Windows  Media  Player 
shows  you  the  progress. 


Create  a  Music  CD 


0  Open  Windows  Media  Player. 

Note:  See  "Copy  Music  CD 
Tracks  to  Your  Computer "  to 
open  Windows  Media  Player. 

0  Insert  a  blank  CD  into  your 
computer's  optical  drive. 

0  In  Library  mode,  click  the 
Burn  tab. 

•  The  amount  of  available 
recording  time  on  the  CD 
appears  here. 

0  Double-click  Music. 

0  Click  Album. 

Q  Double-click  the  album 
containing  the  tracks  you 
want  to  burn  to  a  CD. 


#  The  album's  tracks  appear 
here. 

0  Select  the  tracks  you  want  to 
burn. 


Note:  You  can  press  and  hold 
GS)  as  you  click  to  select  multiple 
individual  tracks. 


Click  and  drag  the  tracks  to  the 
Burn  list. 
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#  The  tracks  appear  in  the  Burn 
list. 

#  Windows  Media  Player 
updates  the  approximate 
amount  of  available  space 
on  the  CD. 

0  Click  Start  burn. 


Windows  Media  Player 
converts  the  files  to  CD  tracks 
and  copies  them  to  the  CD. 

#  The  progress  of  the  burn 
operation  appears  here. 

When  the  burn  finishes, 
Windows  Media  Player  ejects 
the  disc. 


How  do  I  burn  tracks  from 
different  albums  onto  the 
same  CD? 

Select  tracks  from  different 
albums  to  burn  onto  one  CD 
by  repeating  Steps  5  to  8 
before  you  perform  Step  9. 


Do  I  have  to  burn  the  songs  in  the  order 
they  appear  in  the  Bum  list? 

No,  you  can  reorder  the  Burn  list  in  several  ways, 
but  one  method  gives  you  the  most  control  over 
the  order:  Place  all  the  tracks  you  want  to  burn 
in  the  Burn  list.  Then,  drag  them  up  and  down 
in  the  Burn  list  until  they  appear  in  the  order 
you  want. 


Discover 

Gaming 

gaming  console  to  your  TV.  You  typically 
purchase  or  rent  games  designed  to  work  with 
your  console.  Examples  of  gaming  consoles 
include  the  Microsoft  Xbox  360,  the  Sony 
PlayStation  3,  and  the  Nintendo  Wii. 


You  can  play  video  games  on  your  TV  or  your 
PC.  Some  games  do  not  require  any  special 
hardware,  and  you  play  these  games  primarily 
on  your  PC  using  your  keyboard  and  your  mouse. 

Other  games  are  more  complex  and  are  best 
played  by  connecting  a  special  device  called  a 


Windows  Games 

Windows  7  comes  with  a  series  of  games  you  can  play  using  just  your  keyboard 
and  mouse.  These  games  are  installed  by  default  in  Windows  7  Home  Premium 
edition  and  are  available  but  not  installed  by  default  in  Windows  7  Professional 
edition  and  above.  See  the  section  "Windows  7  Games"  for  details.  You  play  some 
of  these  games,  such  as  Internet  Backgammon,  online  against  other  players.  You 
play  other  games,  such  as  Chess  Titans,  against  the  computer.  Still  other  games 
are  single  player  games,  such  as  Minesweeper. 


Gaming  Console  and  Gamepad 

A  gaming  console  is  a  specialized  computer  optimized  for  playing  video  games. 
The  gaming  console  comes  without  a  monitor;  for  display,  the  gaming  console 
typically  uses  your  TV  or  a  computer  monitor.  Besides  playing  games,  you  can 
play  DVD  movies  or  music  CDs  on  many  gaming  consoles. 

Most  gaming  consoles  also  come  with  a  gamepad,  which  is  a  specialized, 
handheld  input  device  that  makes  the  gaming  console  more  powerful  and 
easier  to  use. 


Connect  to  a  TV 

Most  gaming  consoles  do  not  come  with  a  video  screen.  Instead,  you  connect  the 
console  to  your  TV.  Each  gaming  console  comes  with  a  cable  that  connects  to  the 
back  of  the  console.  The  other  end  of  the  cable  has  jacks  that  connect  to  the  ports 
of  the  same  color  on  the  back  of  your  TV;  typically  these  ports  are  either  yellow, 
white,  and  red,  or  green,  blue,  and  red. 
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Games 

A  video  game  is  a  software  program  designed  to 
entertain,  educate,  or  challenge  you.  Most  games  fall 
into  one  of  the  following  categories:  action,  adventure, 
arcade,  role-playing,  simulation,  sports,  or  strategy.  PC 
games  require  no  special  equipment;  if  you  plan  to 
play  games  using  a  gaming  console,  be  sure  to  buy  or 
rent  games  designed  to  work  with  your  console. 


ESRB  Game  Ratings 

Search  Results 

Your  search  returned  19359  Game  Ratings. 


Game  Ratings 

Most  games  come  with  ratings  that  tell  you  who  should  play  the 
game.  The  Entertainment  Software  Rating  Board  (ESRB;  see 
www.esrb.org)  has  ratings  such  as  T  for  Teen,  AO  for  Adults 
Only,  and  E  for  Everyone.  The  ESRB  ratings  also  include  content 
descriptors  such  as  Mature  Humor  and  Strong  Language. 


Title 

Publisher 

Rating 

Arcade 

Essentials 

Mordcurrent 

Everyone 

This  is  a  collection  of  arcade-style  games  in 
space-themed  game  boards.  Mini-games  inc 
before  a  platform  reaches  the  bottom  of  the 

NHL  2K11 

2K  Games 

Everyone 
10  + 

Online  Gaming 

You  can  play  both  PC  games  and  gaming 
console  games  with  other  users  by  connecting 
your  hardware  to  the  Internet  and  then  signing 
up  with  an  online  site  that  enables  you  to  play 
games  over  the  Internet.  Example  sites  include 
Xbox  Live  (www.xbox.com/live),  PlayStation  3 
Network  (us.playstation.com/psn),  Yahoo!  Games 
(games.yahoo.com),  and  the  Multiplayer  Online 
Games  Directory  (www.mpogd.com). 


iPUGU.com  i 

umployer  online  Game  Directory 


Main 

News 

Game  of  the  Month 
Search 


wosom  ov 


Beta  Keys 

In  Game  Item  Keys 

Name 


Windows  7 
Games 


Windows  7  comes  with  several  games,  including 
both  games  you  can  play  against  the  computer 
and  games  you  can  play  with  others  over  the 
Internet.  The  games  are  installed  by  default  in 
Windows  7  Home  Premium  edition,  but  not  in 
Windows  7  Professional  edition  and  above. 
However,  the  games  are  available  in  all  editions 
of  Windows  7;  you  simply  have  to  install  them. 


Once  you  install  games,  they  appear  in  a  folder 
of  their  own  on  the  Start  menu.  Most  Windows 
7  games  display  tips  when  you  open  the 
window  and  as  you  play.  You  also  can  use  the 
Help  menu  to  find  more  information  about  a 
game. 


Windows  7  Games 


Install  Games 

0  Click  the  Start  button  (0). 

0  Click  Control  Panel. 

The  Control  Panel  window 
appears. 

Q  Click  Programs. 


The  Programs  window  appears. 

0  Click  Turn  Windows  features 
on  or  off. 


The  Windows  Features  dialog 
box  appears. 

0  Click  Games  (B  changes  to  Z). 
O  Click  OK. 


Windows  7  installs  games. 


Click  S3  to  close  the  Control 
Panel  window. 
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Elaine  Mamiel 


Document; 


Pictures 


Computer 


Recycle  Bin 


-  ■ 


Control  Panel 
Device;  and  Printer; 
Default  Programs 
Help  and  Support 


S/5OT10 


Play  a  Game 

0  Click  the  Start  button  (H). 
0  Click  All  Programs. 

0  Click  Games. 

0  Click  a  game. 


The  game  window  appears. 


What  is  the  Games  Explorer  choice  in  the  Games  folder? 

When  you  click  Games  Explorer,  Windows  Explorer  opens  to  a  window 
that  displays  the  games  and  game  providers  installed  on  your  computer. 
When  you  click  a  game  or  game  provider,  you  see  more  information 
about  it  in  the  right-hand  pane;  you  can  click  the  tabs  in  the  middle  of  the 
right-hand  pane  to  view  the  game  rating,  performance  on  your  computer, 
and  game  statistics  —  games  played,  games  won,  streaks,  and  so  on. 


Working  with 
Portable 
Computers  and 
Devices 


Portable  computers  are  not  limited 
to  notebook  PCs;  smartphones  and 
music  devices  are  actually  portable 
computers.  This  chapter  presents  a 
broad  overview  of  portable 
computers  and  shows  you  how  to 
synchronize  information  from  a 
BlackBerry  smartphone  and  an 
iPod  with  your  desktop  computer. 


KB 


..  ;?/''-■ s 


Understand  the  Advantages  of  a  Portable  Computer . 180 


Discover  Portable  Devices . 182 


Synchronize  Using  a  BlackBerry  Smartphone . 184 


Synchronize  Using  an  iPod . 186 


Understand  the  Advantages 
of  a  Portable  Computer 


The  term  portable  computer  applies  to  a  wide 
variety  of  devices.  You  are  probably  familiar  with 
notebook  computers  (also  called  laptops),  but 
you  might  not  realize  that  cell  phones  are  also 
portable  computers.  Most  portable  computers 
are  as  powerful  as  a  desktop  computer,  but  they 


are  also  lightweight  and  small  enough  to  take 
with  you  when  you  leave  your  office  or  home. 
Because  they  are  battery-powered,  you  do  not 
need  an  electrical  connection  to  run  them.  And, 
if  necessary,  you  can  connect  a  portable  device 
to  your  desktop  computer. 


Lightweight 

Portable  computers  are  designed  to  be  light  enough  to  take  with  you 
wherever  you  go.  A  notebook  generally  weighs  around  5  or  6  pounds, 
and  a  netbook,  the  notebook  computer's  lightweight  cousin,  generally 
weighs  around  2  pounds.  Smartphones  and  portable  music  devices  like 
the  iPod  generally  weigh  only  a  few  ounces. 


Powerful 

Depending  on  the  configuration,  notebook  computers  can  be  just  as 
powerful  as  desktop  systems.  Netbooks  have  limitations  but  can  do 
many  of  the  things  a  desktop  system  can  do,  such  as  run  word¬ 
processing  and  spreadsheet  software,  access  the  Internet,  and  collect 
e-mail.  Smartphones  are  getting  smarter  every  day;  they  can  help  you 
manage  your  calendar,  contacts,  and  "to  do"  list,  and  you  can  run 
applications  on  them  and  access  the  Internet  and  e-mail  with  them. 


Connection-Free 

Notebook  and  netbook  computers  and  smartphones  all  come  with  a 
keyboard,  mouse,  and  screen  packaged  into  a  single,  self-contained 
unit.  This  makes  portable  computers  easy  to  set  up  and  use  because, 
for  basic  operations,  you  do  not  need  to  connect  anything  to  the 
device. 
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Battery  Operation 

Desktop  systems  require  an  AC  outlet.  Portable 
devices,  on  the  other  hand,  can  run  off  their  internal 
batteries  if  AC  power  is  not  available.  Internal 
batteries  enable  you  to  use  a  portable  computer 
almost  anywhere,  including  a  coffee  shop,  taxi, 
airplane,  and  even  a  park. 


Security  and  Portable  Devices 

The  advantage  of  portability  is  also  a  disadvantage: 
Portable  devices  can  be  lost  or  stolen.  Many  notebook 
computers  come  with  fingerprint  readers  so  that  only 
their  owners  can  use  them.  Many  notebook  computer 
users  also  encrypt  the  notebook's  hard  drive  to  make 
retrieving  information  difficult  for  a  thief.  Smartphones 
usually  include  some  technique  that  enables  you  to  lock 
them  and  require  a  password  to  unlock  them. 


Connect  to  Desktop  PC 

You  can  connect  notebooks  and  netbooks  to  your  desktop  computer 
using  a  docking  station,  which  is  a  peripheral  device  you  connect  to  your 
desktop.  Then,  using  a  USB  cable,  you  connect  your  notebook  to  the 
docking  station.  Once  connected,  you  can  use  your  desktop  PC's 
keyboard  and  monitor  to  operate  your  notebook.  You  also  can  connect 
handheld  devices  such  as  a  smartphone  or  a  music  player  to  your 
desktop  computer  using  a  USB  cable;  once  connected,  you  can 
synchronize  information  on  these  devices  with  information  on  your 
desktop  PC. 


Discover  Portable 
Devices 


A  portable  device  is  a  small  computer  that 
varies  in  size.  The  biggest  are  no  bigger  than  a 
business  briefcase,  and  the  smallest  fit 
comfortably  in  your  hand  or  in  a  jacket  pocket. 
Some  portable  devices  can  do  the  work  of 


desktop  computers,  whereas  other  portable 
devices  supplement  the  desktop  computer  by 
providing  a  mobile  way  to  store  and  retrieve 
your  schedule  and  to  check  e-mail  while  out  of 
the  office. 


Notebooks 

Notebook  computers,  if  properly  configured  with  memory  and  hard 
disk  space,  can  generally  do  almost  everything  a  desktop  computer  can 
do.  Notebook  computers  typically  weigh  around  5  or  6  pounds  and 
come  with  network  cards  and  optical  drives,  so  you  can  easily  connect 
to  the  Internet  or  a  network  of  computers,  and  you  can  easily  install 
software  or  listen  to  music  on  CDs. 


Netbooks 

A  netbook  is  a  smaller  notebook  computer,  weighing  around  2  pounds.  To 
reduce  their  weight,  netbooks  come  with  network  cards  but  without  optical 
drives,  and  netbook  screens  are  smaller  than  notebook  screens.  Netbooks 
also  contain  less  memory  and  smaller  hard  drives  than  notebooks.  You  can 
use  netbooks  to  produce  small  word-processing  documents  or  spreadsheets 
and  to  connect  to  the  Internet,  surf  the  Web,  and  collect,  read,  and  answer 
e-mail. 


Smartphones 

A  smartphone  is  a  cell  phone  that  also  doubles  as  a  personal  digital 
organizer,  helping  you  manage  your  calendar,  tasks,  and  contacts. 
Smartphones  like  the  BlackBerry  from  Research  In  Motion  also  can  run 
small  applications,  play  music,  store  images,  take  photos  and  videos,  and, 
using  a  wireless  connection,  connect  to  the  Internet,  and  send  and  receive 
e-mail. 
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Reading  Devices 

In  the  strictest  sense,  reading  devices  like  the  Kindle  from  Amazon  or  the 
NOOK  from  Barnes  and  Noble  are  not  computers  because  they  do  not 
accept  traditional  input.  But  you  can  buy  and  wirelessly  download  electronic 
books  from  the  Internet  and  read  them  on  these  devices,  enabling  you  to 
carry  as  many  books  as  you  want  wherever  you  go.  You  also  can  surf  the 
Internet  and  load  and  read  word-processing  and  spreadsheet  documents 
using  these  devices. 


Music  Players 

The  iPod  has  become  the  portable  music  player  of  choice.  You  can 
download  music  to  an  iPod  and  then  listen  to  the  music  whenever  and 
wherever  you  want.  Many  people  like  to  listen  to  music  while  they 
exercise  or  while  on  airplanes  using  the  headphones  that  come  with 
the  iPod. 


Operating  Systems 

Some  portable  devices,  like  notebooks  and  netbooks,  use  the  Windows  7 
operating  system;  netbooks  are  the  only  computers  on  which  you  find 
Windows  7  Starter  edition.  Smartphones  and  reading  devices  use  their 
own  special  operating  systems,  designed  to  work  with  their  limited 
memory  and  smaller  screen. 


Synchronize  with  a  PC 

If  you  connect  your  smartphone  or  music  player  to  your  desktop 
computer  using  a  USB  cable,  you  can  then  use  special  software 
that  also  comes  with  the  device  to  synchronize  the  data  on  the 
desktop  with  the  data  on  the  portable  device.  For  example,  you 
could  update  your  smartphone  schedule  with  new  appointments 
that  you  have  added  while  working  on  your  desktop. 


Synchronize  Using  a 
BlackBerry  Smartphone 


The  BlackBerry  smartphone  is  among  the  most 
popular  of  the  smartphones;  it  not  only  acts  as 
a  cell  phone,  but  it  connects  to  the  Internet, 
collects  e-mail,  and  manages  personal 
information  such  as  your  calendar,  your  "to  do" 
list,  your  address  book,  and  your  notes  to 
yourself. 


Along  with  collecting  e-mail,  Microsoft  Outlook 
also  supports  personal  information  functions. 
Using  the  BlackBerry  Desktop  Manager 
software,  you  can  synchronize  personal 
information  and  e-mail  between  Outlook  and 
your  BlackBerry.  This  section  shows  you  how 
to  synchronize  and  assumes  you  have  set  up 
synchronization  between  Outlook  and  the 
BlackBerry  Desktop  Manager. 


Synchronize  Using  a  BlackBerry  Smartphone 


0  Connect  the  cable  that  came 
with  your  BlackBerry  to  the 
BlackBerry  and  to  a  USB  port 
on  your  computer. 

0  Click  the  Start  button  (H). 

0  Click  All  Programs. 

0  Click  BlackBerry. 

0  Click  BlackBerry  Desktop 
Software. 


The  BlackBerry  Desktop 
Manager  loads,  initializes, 
checks  for  application  updates, 
and  then  presents  its  interface. 

0  Click  Sync  All. 

#  You  can  click  Organizer  to  set 
up  synchronization  options 
between  your  BlackBerry 
device  and  Outlook. 
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©  Confirm  Calendar  Edits 

You  can  accept  or  reject  the  changes,  or  you  can  cancel  the  sync  if  you  don't 
want  any  changes  to  be  made. 


The  following  changes  from  Calendar  Microsoft  Outlook  will  be  applied  to 
your  Device  data  in  Calendar: 

1  Addition(s) 

1  Change(s) 


Re-Sync 


O-  Details  jj 

Accept  |  Reject  j 


Help  | 

Cancel  j 


A  progress  bar  appears  and, 
if  differences  exist  between 
Outlook  and  your  BlackBerry, 
a  dialog  box  appears. 

#  You  can  click  Accept  to  allow 
updating  for  all  changes  or 
Reject  to  avoid  updating  for 
all  changes. 

0  To  view  the  changes,  click 

Details. 

A  window  appears,  displaying 
the  differences  between  the 
BlackBerry  device  and  Outlook. 
When  resolving  a  conflict,  you 
can  choose  the  information 
to  use. 

0  Review  the  changes  and  click 

Close. 

The  window  that  summarized 
the  changes  reappears. 


Q  Click  Accept  to  allow  updating 
for  all  changes  or  Reject  to 
avoid  updating  for  all  changes. 


How  do  I  set  up  synchronization  between 
Outlook  and  the  BlackBerry  Desktop 
Manager? 

Setting  up  synchronization  is  a  one-time  operation. 
Click  Organizer  on  the  left  side  of  the  BlackBerry 
Desktop  Manager.  Then,  click  the  Configure 
Settings  button.  A  screen  appears  that  you  can  use 
to  establish  Outlook  as  the  software  with  which  you 
want  to  synchronize  the  BlackBerry  device.  A  wizard 
walks  you  through  the  configuration  process. 


The  synchronization  process 
completes  and,  if  you  allowed 
changes,  the  information  in 
your  BlackBerry  and  Outlook 
matches. 


Intellisync  -  21866781  -  Setup 


H 


Select  Device  application 

Select  an  application  you  want  to  synchronize  and  dick  Setup. 
After  setup,  you  can  use  the  checkboxes  to  enable  and  disable 
synchronization. 


El  Calendar  <J=t>  Microsoft  Outlook 

El  MemoPad  <J=v’  Microsoft  Outlook 

El  Address  Book  Microsoft  Outlook 

El  |^j  Tasks  $=t>  Microsoft  Outlook 


Intellisync 


^  Advanced.,.  j 


Synchronize 
Using  an  iPod 


Using  your  iPod  and  iTunes,  you  can 
synchronize  all  media  that  your  iPod  supports 
with  media  on  your  computer.  Using  the  iTunes 
store,  which  is  part  of  iTunes,  you  can  buy 
media  online  from  your  computer  or  wirelessly 
using  your  iPod  and  synchronize  it. 

iTunes  is  free,  and  you  download  it  from  the 
Internet.  When  you  connect  an  iPod  to  your 


computer,  iTunes  automatically  loads  and 
synchronizes  music  on  your  computer  to  your 
iPod  and  media  you  buy  wirelessly  from  your 
iPod  to  your  computer.  This  section  focuses  on 
what  happens  the  first  time  you  connect  an 
iPod  to  your  computer.  It  assumes  you  have 
downloaded  and  installed  iTunes. 


Synchronize  Using  an  iPod 

Q  Connect  the  cable  that  came 
with  your  iPod  to  the  iPod 
and  to  a  USB  port  on  your 
computer. 

iTunes  loads. 

Note:  If  you  opted  to  do  so 
during  installation,  iTunes 
imports  music  from  your 
computer. 

iTunes  prompts  you  to  set  up 
the  connected  device. 

Q  Click  here  and  type  a  name  for 
the  connected  device. 

Q  Click  here  to  select  the  types  of 
media  you  want  to  synchronize 
to  your  iPod  (-  changes  to  ?). 

Q  Click  Done. 

#  The  name  you  assigned  to 
your  iPod  appears  here. 

iTunes  begins  synchronizing 
the  media  you  specified  from 
your  computer  to  your  iPod. 

•  You  can  monitor  the  progress 
here. 
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Fte  Edt  View  Controls  Store  Advanced  Hot 


LIBRARY 

id**** 

jrjl  Movies 
EJ  TV  Shows 
j  Podcasts 
A  R**° 

STORE 

@  ITunes  Store 


....  y  Movies 
3  TV  Shows 
90's  Music 
|j£  Classical  Music 
{£  Music  Videos 
My  Top  Rated 
£  Recently  Added 
iti  Recently  Played 
Top  2S  Most  Played 

T  SHARED 

(Sj  Home  Sharing 
V  GENIUS 
■If-  Genius 
v  PLAYLISTS 
iij/'  (Tunes  DJ 
90's  Music 
Classical  Music 
^  Music  Videos 
f£  My  Top  Rated 


Pod  sync  Is  complete, 
OK  to  disconnect. 
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Name 

63  Steep  Away 
9  Kalvnbo 

©  Wassermusik-  Ouverture 
3  WassetniosA  -  Adag,o  e  stckcato 
0  Wassarrousfc -  (Allegro)  •  Andante. 
3  Wassermus*;  -  Allegro 
0  Wassermusvk-  Air 
3  Wassermusik  -  Manual 
3  Wasserwisik-  Bour/ee 
@  WassermuA  -  Hornpipe 
3  WasSETTrwjsv.  -  (Allegretto) 

3  Wassarmusk  -  (Allegro) 

S3  Wassetmusik  -  Afia  Hornoipo 
0  Wassermisk  -  (Merwet) 

0  W  asset  rmsik  -  Rjg3Utton 
S!  Wos-sermusik  -  Lent  ament 
0  Wesssrmus*:  -  Boufree 
0  Wassemustk  -  (Merwet) 

3  W&ssswusk  -  (A tegro) 

0  Wassermus*  -  Coro:  Men>jet 
G*  Feuervfcfksnvjsik-  (Xrverture 
3  Ferner  wetksmusfc  -  Bounce 
0  Peuerwerksmusik  -  La  Paix.  Largo  , 
3  Feuerwerksrnusik  -  La  Retoutesanc. 
juer’iWjf  teffwak  -  Merxiet  1 
werksmuslk  -  Mervoot  U 
0  MaM  with  the  Flaxen  Hair 
&  Santa  Oaus  Is  Coming  Tc>  Town 
0  Jingle  Ed  Rock 
0  The  Christmas  Song 
3  This  Christmas 
©  Christmas  Wish 

3  Harkl  The  Herald  Angels  Sing/Ang. 
S3  Little  Sant  Nick 
3  The  12  Days  Of  Crrtslmes  [Live] 
g  Indiana  Christmas 


1:59 

7:32 


4:51 

2 145 


1:48 

Q;S5 

2:26 

1:45 

1:58 

7:50 


0:56 

1:15 


Artist 

Bob  Acii 
Mr.  Scruff 

Rafael  KubeWu  Serin. . 
Rafael  Kubelik,,  eetiin. . 
Rafael  Kubelik,  Barbn. . 
Rafael  Kubelik,  BetVi.. 
Rafael  Kubelik,  Berlin.. 
Rafael  Kubelik,  Berlin, , 
Rafael  Kubelik,  Serin.. 
Raf  ad  Kubelik,  Berlin. . 
Rafael  Kubelik,  6«Gn. . 
Rafael Kubelk,  Berlin.. 
Rafael  KuCeOk,  6ertm. , 
Ratael  Kubelik,  Berlin. , 
Rafael  Kubelik,  Berlin. , 
P.afael  Kubelik,  SarAn,. 
Rafael  Kubelik,  Berlin, , 
Rafaol  Kubelik,  Berlin  . 
Refed  Kubekk,  Berlin.. 
Ra/ae!  Kutetk,  irartn  . 
Rafad  Kuhekk.  Betln, 
Rafael  Kuboflc,  Benin  . 
Rafad  Kubelik,  Serin.. 
Rafad  Kubelik,  Betkn. . 
Rafael  KubeSk  Berlin,. 
Rafael  Kubdik,  Betln, , 
Richard  Stoltnuan/Sl. . 
Straight  No  Chaser 
Straight  No  Chaser 
Straight  No  Chase) 
Straight  No  Chaser 
Straight  No  Chaser 
Straight  No  Chaser 
Straight  No  Chaser 
Straight  No  Chaser 
Straight  No  Chaser 


Album 

Bob  Acrl 
NmioTuna 
Handel  Water  Music  . 
Handd  Water  Musk  .  . 
Har.leJ  Water  Musk ... 
Handd  Water  Musk  ... 
Handel  Water  Muse .  . 
Handel  Water  Musk. ... 
Handel  Water  Music  . , , 
Handel  Water  Musk  . . 
Handel  Water  Music  ... 
Handel  Water  Music  . . . 
Handd  Water  Musk  . . 
Handel  Water  Music  , . , 
Handd  Water  Musk  , , 
Handel  Water  Music  , 
Handd  Water'  Music  . . . 
Handel  Water  Music ... 
.  Handol  Water  Mask  . 
Handd  Water  Musk  ... 
Handel  Water  Muss: .. 
Handd  Water  Music  . . 
Handel  Water  Musk.. 

’  Handd  Water  Musk  ... 
Handel  Water  Music  ,  . 
Handd  Water  Musk  , . 
Fine  Musk,  Vol  l 
Hokday  Spirits 
Holiday  Spirits 
HoMay  Spirits 
Holiday  Spirits 
Holiday  Spirits 
Holiday  Sprits 
Holiday  Spirits 
Hekday  Spirits 
Holiday  Spirits 


#  Use  this  box  to  determine 
whether  synchronization  has 
completed. 

0  Once  synchronization 

completes,  click  media  types 
under  Library. 

#  The  media  iTunes  imported 
from  your  computer  appears 
here. 

#  You  can  click  these  buttons  to 
view  the  media  in  a  list,  as 
album  covers  (as  shown  here), 
or  a  combination  of  both. 

0  Click  a  media  category  under 
your  iPod  device. 

#  The  items  transferred  to  your 
iPod  appear  in  list  form. 

#  If  you  do  not  see  media 
categories  under  your  device, 
click  the  triangle  immediately 
to  the  left  of  your  device's 
name. 


now  do  1  get  iTunes  to  load  music  stored  on  my 
computer? 

The  first  time  you  open  iTunes  a  wizard  appears  and  offers 
to  add  music  already  on  your  computer  to  iTunes.  If  you 
subsequently  add  music  to  your  computer  using  some  method 
other  than  iTunes,  you  can  add  that  music  to  iTunes.  Click  File 
and  then  click  Add  Folder  to  Library.  Click  the  folder  and  click 
Select  Folder. 
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Chapter 


Surfing  the 
World  Wide  Web 


The  Internet  contains  a 
vast  wealth  of  information, 
both  educational  and 
entertaining.  To  take 
advantage  of  the  rich 
diversity  of  the  Internet, 
you  need  to  understand 
what  the  Internet  is  about 
and  how  you  can  connect 
to  it  so  that  you  can  use 
Internet  Explorer  or  another 
browser  to  navigate  the 
Web  sites  on  the  World 
Wide  Web. 
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Protect  Your  Browsing  Privacy 
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Introduction 
to  the  Internet 


The  Internet  is  a  vast  collection  of  connected 
networks  that  span  the  world.  You  can  think  of 
the  Internet  as  a  network  of  networks.  Using 
the  Internet,  you  can  read  the  latest  news,  do 
research,  shop,  communicate  with  others,  listen 
to  music,  play  games,  watch  TV  and  movies, 
and  access  a  wide  variety  of  information. 


The  Internet  began  in  the  late  1 960s  as  a 
project  sponsored  by  the  United  States  Defense 
Department.  Over  time,  the  Internet  expanded 
to  include  other  government  agencies, 
universities,  research  labs,  businesses,  and 
individuals. 


Worldwide  Network 

The  Internet  is  a  worldwide  network.  Similar  to  a  local  area 
network,  where  you  can  work  with  shared  resources  on 
other  computers,  you  can  use  an  Internet  browser  to  view 
and  share  information  on  other  computers  around  the 
world.  The  Internet's  backbone  is  a  collection  of  connected 
telephone  lines,  fiber-optic  cables,  and  satellites  that  span 
the  world.  Data  travels  along  this  backbone. 


Internet  Service  Provider 

An  Internet  service  provider  (ISP)  is  a  company  that  has  direct 
access  to  the  Internet  backbone.  The  ISP  sets  up  a  network 
of  servers  that  connect  to  the  Internet,  and  you  use  a 
modem  to  access  the  ISP's  network  and  connect  to  the 
Internet. 


Bandwidth 

The  more  bandwidth  you  have,  the  faster  the 
response  while  working  on  the  Internet.  Digital 
subscriber  line  (DSL)  telephone  services,  television 
cable  hookups,  and  satellite  dishes  all  provide  high 
bandwidth  connections  —  called  broadband 
connections  —  to  the  Internet.  You  use  a  high-speed 
modem  to  make  a  broadband  connection  to  the 
Internet. 
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Internet  Services 


The  World  Wide  Web 

The  World  Wide  Web  is  an  interlinked 
collection  of  data.  It  is  divided  into  separate 
pages,  where  each  page  has  information  on  a 
specific  topic.  Most  pages  have  at  least  one 
link  that  you  can  click  to  take  you  to  a  related 
page.  There  are  billions  of  Web  pages  that 
cover  millions  of  topics. 


E-Mail 

You  can  use  electronic  mail,  or  simply  e-mail, 
to  send  and  receive  messages.  Unlike  postal 
mail  messages,  e-mail  messages  are  delivered 
anywhere  in  the  world  within  minutes,  and 
you  do  not  pay  an  extra  charge  to  send  them. 
For  more  information  about  e-mail,  see 
Chapter  1 1 . 


Instant  Messaging 

You  can  use  instant  messaging  to  send  and 
receive  messages.  These  messages  are  like 
e-mail  but  exchanged  instantly,  so  they  more 
closely  resemble  a  telephone  conversation. 


Media 

You  can  use  the  Internet  to  play  songs  and 
listen  to  radio  stations.  You  can  also  run 
animations,  view  movie  trailers,  watch 
television  and  videos,  and  access  many  other 
types  of  media.  For  more  information  about 
multimedia,  see  Chapter  8. 


Explore  Internet 
Connections 


To  connect  to  the  Internet,  you  need 
equipment  and  services.  For  equipment,  your 
computer  must  contain  a  network  interface 
adaptor,  and  you  need  a  broadband  modem 
and  possibly  a  router.  You  should  determine 
the  type  of  connection  you  want  to  make  to 


the  Internet  and  then  select  an  Internet  service 
provider  who  can  offer  you  the  type  of 
connection  you  want.  You  must  open  an 
account  with  the  Internet  Service  provider, 
who  then  provides  you  with  the  information 
you  need  to  log  on  to  the  Internet. 


Internet  Service  Provider 

You  cannot  access  the  Internet  directly.  Instead,  you  must  sign  up  for 
an  account  with  an  Internet  service  provider  (ISP).  Your  ISP  provides 
you  with  a  username  and  password  information  and  might,  in  some 
cases,  come  to  your  home  and  set  up  your  Internet  connection  for  you. 
The  ISP  you  choose  determines  the  type  of  broadband  connection  you 
make  to  the  Internet. 


Network  Card 

Your  computer  must  contain  a  network  interface  adaptor  to  connect  to 
the  Internet.  Remember,  the  Internet  is  a  huge  network.  To  connect  to 
any  network,  you  need  a  network  card  in  your  computer.  If  you 
intend  to  connect  wirelessly,  make  sure  you  purchase  a  network  card 
specifically  designed  to  make  a  wireless  connection. 


Connection  Types 

Digital  subscriber  line  (DSL)  telephone  services,  television  cable  hookups,  and  satellite 
dishes  all  provide  broadband  connections  to  the  Internet.  The  DSL  connection 
resembles  a  telephone  line,  whereas  the  cable  and  satellite  connections  use  television 
cable.  These  connections  are  "always  on"  connections;  turning  on  your  computer 
connects  you  to  the  Internet. 
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Modem 

Regardless  of  the  connection  type,  you  use  a  high-speed 
modem  to  make  a  broadband  connection  to  the  Internet. 
Some  ISPs  supply  modems;  if  yours  does  not,  you  might 
be  able  to  buy  a  modem  from  your  ISP,  or  you  can  ask 
them  to  recommend  a  model  and  then  shop  for  it  on 
your  own. 


- 


Router 

Although  a  router  is  not  a  necessity,  having  one  is 
advisable  because  it  contains  a  firewall  that  helps  make 
your  computer  invisible  while  connected  to  the  Internet. 
Being  invisible  while  using  the  Internet  helps  to  protect 
your  privacy  and  keep  your  computer  safe  from  intruders. 


Set  Up  Your  Internet  Equipment 

Before  you  start  your  computer  for  the  first  time  or  for  the 
first  time  after  installing  a  network  card,  establish  your 
physical  connection.  If  you  use  only  a  modem,  connect  a 
cable  directly  from  the  modem  to  your  computer's 
network  card.  If  you  opt  to  use  a  router,  connect  a  cable 
from  your  computer's  network  card  to  the  router.  Then, 
connect  a  cable  from  the  modem  to  the  Internet  port  on 
the  router  (it  might  be  called  WAN  or  Uplink). 


Manually  Establish  an 
Internet  Connection 


Once  you  have  inserted  a  network  card  in  your 
computer,  signed  up  for  an  Internet  access 
account  with  an  Internet  service  provider  (ISP), 
attached  your  modem  either  directly  to  your 
computer  or  to  a  router  that  is  also  connected 
to  your  computer,  you  are  ready  to  connect  to 
the  Internet. 


In  most  cases,  Windows  7  establishes  your 
Internet  connection  for  you  automatically  the 
first  time  you  turn  on  your  computer  after 
installing  a  network  card.  This  section  provides 
you  with  steps  in  the  event  that  you  need  to 
set  up  the  connection  manually. 


Manually  Establish  an  Internet  Connection 


Q  Click  the  Start  button  (H). 

Q  Click  Control  Panel. 

The  Control  Panel  window 
appears. 

Q  Click  View  network  status 
and  tasks. 


The  Network  and  Sharing 
Center  window  appears. 

0  Click  Set  up  a  new 
connection  or  network. 


!o  ’  P)  1  O  . 


Adjust  your  computer's  settings 

* 


System  and  Security 

you*  compute* 'i  ititin 
lack  Up  you*  compute* 
find  and  fn  problems 

Network  and  Internet 

View  nctwo*k  status  and  tail 
C  hcose  homegmop  and  than 


Aemota  Desktop  0 
^  Ac* y  Note i 

T«l 

j  QdUMaa 

SP'.Wkm* 
tMM*  lai  i«d  V 


IV* 

D«K«im»ntt 

Pk«un: 

Mum 

Conwol  A  anal 
Dev«*>  *»*4  Anr4tr» 
P">pnn> 


■tj 
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Hardware  and  Sound 

Vie**  dcvKti  and  pnntm 
Add  a  dmee 

Programs 

Unamtad  a  piog*<mi 


P71 1  iron*  Cent* rT  Apnaf 

Vitwbyt  Category  * 


User  Accounts  and  Family 
Safety 

9  Add  o*  remove  use*  accounts 
9  Set  up  parental  controls  for  any 
user 

Appearance  and 
Personalization 

Change  the  theme 
Change  desktop  background 
Adjust  screen  resolution 

Clock,  Language,  and 
Region 

Change  kryboatds  or  other  input 
methods 

Change  display  language 

Ease  of  Access 

let  Windows  suggest  settings 
Opt.mi.-r  visual  display 


V 

Recycle  8m 

V 

.  •.  t 
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--j  ^  Set  Up  a  Connection  or  Network 

Choose  a  connection  option 


W 


•M 


Connect  to  the  Internet 

Set  up  a  wireless,  broadband,  or  dial-up  connection  to  the  Internet 


-© 


8^“^  Set  up  a  new  network 

■  ’  Configure  a  new  router  or  access  point. 

Connect  to  a  workplace 

Set  up  a  dial-up  or  VPN  connection  to  yourworkplace, 

Set  up  a  dial-up  connection 

Connect  to  the  Internet  using  a  dial-up  connection. 
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— 
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Connect  to  the  Internet 

Type  the  information  from  your  Internet  service  provider  (ISP) 
User  name: 

Password: 


[Name  your  ISP  gave  you] 


(I 


[Password  your  ISP  gave  you] 

Show  characters 
!  Rememberthis  password 


Connection  name: 


Broadband  Connection 


The  Set  Up  a  Connection  or 
Network  wizard  starts. 

0  Click  Connect  to  the  Internet. 

0  Click  Next. 

The  How  Do  You  Want  to 
Connect?  window  appears. 

0  Click  Broadband  (PPPoE). 

The  Type  the  Information  from 
Your  Internet  Service  Provider 
(ISP)  window  appears. 

0  Type  the  username  you  received 
from  your  ISP  here. 

0  Type  the  password  you  received 
from  your  ISP  here. 

#  You  can  click  here  to  display  the 
characters  of  your  password 
instead  of  dots  (□  changes  to  HI). 

0  Click  here  to  avoid  having  to 
provide  your  password  each 
time  you  log  on  to  the  Internet 
(  changes  to  HI). 


0]  Allow  other  people  to  use  this  connection 

This  option  allows  anyone  with  access  to  this  computer  to  use  this  connection. 


I  don't  have  an  ISP 


Connect  |  Cancel 


#  You  can  type  a  new  name  for  the 
connection  here. 

0  Click  Connect. 

The  home  page  of  your  default 
browser  appears.  See  "World 
Wide  Web  Basics"  for  more 
information. 


what  does  the  screen  where  1  select  a 
connection  look  like? 

By  default,  Windows  7  displays  only  those 
connection  options  your  computer  can  use. 

Connect  to  the  Internet 

How  do  you  want  to  connect? 

Broadband  (PPPoE) 

Connect  using  DSL  or  cable  that  requires  a  user  name  and  password. 

Guard  Against 
Internet  Intruders 


An  Internet  intruder  is  a  person  who  attempts 
to  gain  access  to  your  computer  or  network 
through  your  Internet  connection.  The 
intruder's  goal  is  to  examine  your  confidential 
data,  destroy  files,  install  a  virus,  or  steal  your 
passwords  or  your  identity.  The  intruder  may 
want  to  commandeer  your  computer  and  use  it 


to  attack  Web  sites;  hijacked  computers  are 
called  zombies. 

You  can  set  up  your  computer  or  network  to 
prevent  such  intrusions.  Make  sure  that  you 
enable  a  firewall  and  use  antivirus  and  anti¬ 
spyware  protection. 


Antivirus  and  Anti-Spyware  Software 

Antivirus  and  anti-spyware  software  programs  protea  your  computer  from 
malware.  Unfortunately,  the  Internet  is  a  great  place  to  pick  up  infections 
from  viruses  and  spyware,  so,  locking  down  your  computer  against  them  is 
essential.  Windows  7  comes  with  a  spyware  program  called  Windows 

Defender.  Microsoft  Security  Essentials  and  AVG  are  two  popular,  free 
programs  that  guard  against  both  viruses  and  spyware. 

_ _ _ _ , 

Firewall 

A  firewall  is  a  software  program,  device,  or  computer  that  restricts  the  type  of 
data  that  can  pass  from  the  Internet  to  a  person's  computer  or  network  by 
blocking  the  virtual  ports  that  outsiders  can  use  to  view  and  access  the  computer. 

In  this  way,  the  firewall  prevents  unauthorized  users  from  gaining  access  to  the 
computer  or  network. 

Windows  7  Firewall 

Windows  7  comes  with  a  built-in  firewall  program.  Although  not 
the  most  powerful  firewall  program  available,  it  is  adequate  when 
combined  with  other  tools,  such  as  a  hardware  firewall,  antivirus 
protection,  and  anti-spyware  proteaion. 

Help  protect  your  computer  with  Windows  Firewall 

Hinder**.  Firewell  can  help  prevent  heckcr*  Of  melicious  toft  were  from 
gemmg  access  to  your  computer  through  the  Internet  or  a  network. 

Mow  does  a  firewall  help  protect  my  computer? 

Whet  ere  network  location*? 

|  0  Home  or  work  (private)  networks  Connected 

Networks  at  home  or  work  where  you  know  end  trutf  the  people  end 
device*  on  the  network 

Window*  FeewaA  state  On 
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Hardware  Firewall 

A  hardware  firewall  is  a  device  that  contains  a 
firewall  to  protect  a  computer  or  a  network  from 
intrusion  —  the  most  common  hardware  firewall 
is  found  in  a  router.  Therefore,  using  a  router 
provides  another  secure  layer  of  protection 
while  working  on  the  Internet.  Though  not  a 
requirement  for  using  the  Internet,  it  is  advisable 
to  use  a  router  in  your  computer  configuration. 


. 


X: 


M 


ipiipf 


Third-Party  Firewalls 

You  can  install  a  firewall  from  a  third-party 
software  vendor  to  further  lock  down  your 
computer.  Most  of  these  programs  offer  more 
features  than  the  firewall  included  in  Windows  7. 
However,  many  people  find  the  pop-up 
messages  from  a  firewall  confusing  and  tend  to 
simply  allow  access  when  they  should  deny  it, 
defeating  the  purpose  of  the  firewall.  Using  the 
Windows  7  firewall  with  a  router  should  provide 
you  with  sufficient  protection. 


Test  Your  Firewall 

To  ensure  that  your  firewall  is  working  correctly, 
there  are  Internet  sites  that  can  test  it  for  you.  Try 
Gibson  Research  Corporation's  ShieldsUP!  (www.grc. 
com)  or  HackerWhacker  (www.hackerwhacker.com). 


?  GRC  |  ShieldsUP!  —  Internet  Vulnerability  Profiling  -  Windows  Internet  Explorer 


tn  http s :/A" MW. grc.com fit/ ri e , dl I ?bhO  ||  j  g|  J  |  X  I  (33  Sing 

■jfc  Favorites  1  $  Suggested  Sites  »  gj  Web  Slice  Gallery  » 

JJl  GRC  |  ShieldsUPI  —  Internet  Vulnerability  Profiling  ft,  -  g)  S  fflfl  -  Page  »  Safety  Tools'* 


££  Gibson  Research  Corpomtion  •  securi 


rity 


|  Search-]  / 


SpinRite  ' 


Freeware  *  |  Research  *  |  other  s 


Welcome  to  ShieldsUP! 

If  you  have  not  visited  for  some  time,  please  note  that: 

1  Our  new  Perfect  Passwords  facility  is  used  by  thousands  of  people  every  day  to 
generate  ultra-high-quality  random  passwords  for  securing  WiFi  and  other  services. 

1  Our  weekly  Security  Now!  audio  podcast  has  covered  every  security  issue  you 
might  have.  These  mp3  audio  files  are  freely  downloadable,  and  since  we  have 
transcripts  of  every  podcast,  you  can  use  our  sitewide  search  to  find  any  podcast  by 
keyword. 


If  you  are  new  to  this  site  and  our  services: 


Q1  Internet  |  Protected  Mode:  On 


\  100% 


World  Wide 
Web  Basics 


The  World  Wide  Web,  or  simply  the  Web,  is  a 
massive  storehouse  of  information  that  resides 
on  computers,  called  Web  servers,  located  all 
over  the  world.  These  Web  servers  are 
connected  by  optical  fiber  or  satellite  links  so 
that  they  can  share  information.  The  Web 
servers  are  operated  by  Internet  service 


providers  (ISPs),  who  sell  access  to  individuals. 
When  you  use  a  username  and  password  that 
an  ISP  provides  to  you  to  log  onto  the  Internet, 
you  actually  connect  to  the  ISP's  Web  servers, 
which  route  you  to  the  Internet. 

To  work  effectively  on  the  Internet,  you  need 
to  know  a  few  terms. 


Web  Page 

World  Wide  Web  information  is  presented  on  Web  pages  that 
you  view  using  a  Web  browser  program,  such  as  Internet 
Explorer.  Each  Web  page  can  combine  text  with  images,  sounds, 
music,  and  even  videos  to  present  information  on  a  particular 
subject.  The  Web  consists  of  billions  of  pages  covering  almost 
every  imaginable  topic. 


About  the  Scottsdale  Chorus 
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Web  Site 

A  Web  site  is  a  collection  of  Web  pages  associated  with  a 
particular  person,  business,  government,  school,  or  organization. 
Some  Web  sites  deal  with  only  a  single  topic,  but  most  sites 
contain  pages  on  a  variety  of  topics. 


Web  Server 

Web  sites  are  stored  on  Web  servers,  which  are  special  computers  connected 
around  the  world  to  make  Web  pages  available  for  people  to  browse.  A  Web 
server  is  usually  a  powerful  computer  capable  of  handling  thousands  of  site 
visitors  at  a  time.  The  largest  Web  sites  are  run  by  server  farms,  which  are 
networks  that  may  contain  dozens  or  even  hundreds  of  servers. 
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Web  Browser 

A  Web  browser  is  a  software  program  designed  to  download  and 
display  Web  pages.  Windows  7  ships  with  the  Web  browser  Internet 
Explorer  8,  but  you  can  download  other  Web  browsers,  such  as 
Mozilla  Firefox  and  Google  Chrome. 


Mozilla  Firefox  Start  Page  -  Mozilla  Firefox 

File  Edit  View  History  Bookmarks  Jools  Help 

m  -  ▼  C?  v)  http://www.google.com/firefox?dient= 

Most  Visited  |_J  Getting  Started  Latest  Headlines 

Mozilla  Firefox  Start  Page 

Web  Images  Videos  Maps  News  Shopping  Books  more  ▼ 


Firefox 


1 

See  Us 

Links 

A  link  is  an  interactive  connection  to  another  location  on  the  Web.  A 

■Find  information  on  uDCorning  shows  on  thel 

Semi-Finals  Video 

High  Speed;  Low  Speed 

Finals  Video 

High  Speed;  Low  Speed 

link  takes  you  to  another  location  on  the  current  page,  to  another  page 
on  the  same  site,  or  to  a  page  on  another  Web  site.  Links  can  appear  as 
text  or  images.  A  text  link  is  often  underlined  or  uses  a  different  color 
from  the  regular  text  on  the  page.  It  also  can  appear  in  reverse  video 
when  you  position  your  mouse  over  it,  and  typically,  the  mouse  pointer 
changes  to  a  hand  when  positioned  over  a  link.  When  you  click  a  link, 
your  Web  browser  loads  the  page  associated  with  the  link. 

1 _ 

Web  Address 

Every  Web  site  and  Web  page  has  its  own  Web 
address  that  uniquely  identifies  the  page.  This 
address  is  the  Uniform  Resource  Locator,  or  URL 
(pronounced  yoo-ar-ell).  If  you  know  the  address  of 
a  page,  you  can  type  that  address  into  your  Web 
browser  to  view  the  page. 

The  URL  of  a  Web  site  or  page  is  composed  of  three 
basic  parts:  the  transfer  method  (usually  http,  which 
stands  for  HyperText  Transfer  Protocol),  the  Web  site 
domain  name,  which  is  the  directory  where  the  Web 
page  is  located  on  the  Web  server,  and  the  Web 
page  filename. 

The  Web  site  domain  name  most  often  uses  the  .com 
(business)  suffix,  but  other  common  suffixes  include 
.gov  (government),  .org  (nonprofit  organization), 
and  country  domains  such  as  .ca  (Canada)  and  .uk 
(United  Kingdom). 


Learn  About 
Web  Browsers 


You  can  easily  surf  the  Web  if  you  know  your 
way  around  your  Web  browser.  A  Web  browser 
is  a  software  program.  Each  software  program 
has  a  purpose.  Word-processing  software  helps 
you  handle  text.  Spreadsheet  software  helps 
you  handle  numbers.  A  Web  browser  is  the 
type  of  program  you  use  to  view  Web  pages. 


Windows  7  comes  with  a  Web  browser  called 
Internet  Explorer,  but.  as  with  other  software 
programs,  you  are  not  limited  to  using  Internet 
Explorer;  you  have  choices.  And.  most  Web 
browsers  work  in  similar  ways. 


Popular  Web  Browsers 


Internet  Explorer 

MSKfoa  Window*  Internet  Explorer 

w  ^  http  •wwmin.com1 

Internet  Explorer  is  the  browser  that  comes  with  Windows  7  and 
most  other  versions  of  Windows.  Internet  Explorer  is  the  most 

,4  F«vont*»  0  Suggested  Site*  *  f 

*  (J  Break  mg  News  |  latest  Ne...  %  MSN.com  X  [ 

widely  used  Web  browser.  You  can  find  updates  and  more 
information  at  www.microsoft.com/windows/ie/. 

Motmai'  J  Me.  i«ngor  |  Bing 

4)  _ 

msrvfr 

w«wa  Entertainment  Sports  Money 

%  Gooqfte  Morli  Rretox 

£.«*♦  fcdrt  tyew  Hijtoiy  fioo4m*rtj  Joob  fcjetp 

-  http 7/www  9009it.com/ 

MortVitrted  Getting  9t*rttd  ■  Headlines 

*wtb  b«ttd  •  Googi*  Search  i  txxxj*r 

WM  Inwws  Vxteos  Maos  News  Shoooma  Gmad  mj 


Firefox 

Firefox  is  the  free  browser  offered  by  the  Mozilla  Foundation.  It  is 
open-source  software,  which  means  that  Firefox  was  created 
through  a  collaborative  effort  by  a  community  of  programmers. 
Firefox  is  available  for  Windows  and  OS  X  at  www.mozilla.org/ 
products/firefox/. 


Chrome 

Although  Google  made  its  start  as  a  search  engine,  it  has  expanded 
its  offerings  dramatically.  Among  those  offerings  is  Chrome, 
Google's  browser,  available  for  free  download  from  www. google 
.com/chrome. 


!  MSN.com 

4-  C  ft  'itt£  www.msn.com 
Suggerted  Sites  Q  Web  Slice  Gallery 
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P  Low  what  Bing  can  bring?  Taka  it  witt 


Neen  Entertainment  Sports 


Monty 


Surfing  the  World  Wide  Web 


CHAPTER 

10 


Web  Browser  Features 


Address  Bar 

This  text  box  shows  the  address 
of  the  displayed  Web  page.  You 
can  also  use  the  address  bar  to 
type  the  address  of  a  Web  page 
that  you  want  to  visit. 


Navigation  Buttons 

Each  Web  browser  has  navigation  buttons  that  enable  you  to  move 
back  and  forth  through  recently  visited  pages.  For  example,  with 
Internet  Explorer,  you  can  click  Back  (11)  to  move  to  the  previous 
page  that  you  visited  and  click  Forward  (IS)  to  move  to  the  next 
page  that  you  visited. 


Link 

On  some  pages,  such  as  the  one  shown  here,  the  link  text  also  is 
underlined  and  changes  color  after  you  click  it.  When  you  position  the 
mouse  pointer  over  a  link,  the  mouse  pointer  changes  from  k  to  t). 

Status  Bar 

This  area  displays  the  current  status  of  the  Web  browser.  For  example, 
in  Internet  Explorer,  it  displays  a  green  status  bar  as  you  wait  for  a 
Web  page  to  appear,  and  Done  when  the  page  is  fully  loaded.  When 
you  position  the  mouse  pointer  over  a  link,  the  status  bar  displays  the 
address  of  the  page  associated  with  the  link. 


Search  Box 

You  use  the  Search  box  to 
locate  pages  on  the  Web. 


Favorites  Bar 

Called  the  Bookmarks  Bar  by 
both  Firefox  and  Chrome,  this 
bar  contains  buttons  that  help 
you  navigate  to  Web  sites  you 
visit  frequently.  You  add 
buttons  to  this  bar  using 
different  techniques  in  each 
browser. 


Browser  Tabs 

Most  of  the  major  Web 
browsers  make  tabbed  browsing 
available  to  you,  which  enables 
you  to  open  multiple  Web  sites. 
The  name  of  each  Web  page 
appears  in  the  browser  tab. 

If  you  click  the  small  space 
behind  the  current  tab,  you 
open  a  new  placeholder 
browser  tab,  and  you  can  type 
a  URL  or  search  the  Web.  The 
original  browser  tab  remains 
open,  and  you  can  go  back  to 
that  page  whenever  you  want 
by  clicking  that  tab. 


Search 
the  Web 


If  you  need  information  on  a  specific  topic,  you 
can  use  free  Web  sites  called  search  engines  to 
help  you  quickly  search  the  Web  for  pages  that 
have  the  information  you  require.  These  search 
engines  index  Web  pages  by  content  and  serve 
much  the  same  purpose  as  the  card  catalog  in  a 


public  library.  You  supply  search  terms,  and  the 
search  engine  displays  a  list  of  Web  pages  that 
match  the  search  terms. 

You  can  search  the  Web  either  by  going  directly 
to  a  search  engine  site  or  by  using  the  Search 
box  built  into  your  browser. 


Search  Engine  Sites 

Here  are  the  addresses  of  popular  search  engines: 


Search  Engine 

URL 

Alta  Vista 

www.altavista.com 

Ask 

www.ask.com 

Bing 

www.bing.com 

Google 

www.google.com 

Live  Search 

www.live.com 

Yahoo! 

search.yahoo.com 

—  . . "■  wu  '•  ""tsJbfe 

Web  Browser  Searching 

2  p  * 

To  search  the  Web  from  Internet  Explorer,  click  inside  the  Search 

box,  type  a  word,  phrase,  or  question  that  you  want  to  find,  and 

1  *  W  *  Page »  Safety*  Tools *  <ti  * 

then  click  0.  The  Web  browser  displays  a  list  of  links  to  sites  that 

S,gn,n  ^ 

match  your  search  text. 

Search  engines  index  the  Web  by  using  special  programs.  These 
worker  ants  —  called  Web  crawlers  or  Web  bots  —  catalog  each 
Web  page  and  its  content.  Many  search  engines  also  enable 
individuals  to  submit  information  about  their  Web  pages. 
Google,  the  largest  search  engine,  indexes  several  billion 
Web  pages. 
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Search  Techniques 

The  Web  is  so  large  that  simple,  one-word 
searches  often  return  tens  of  thousands  of  hits, 
or  matching  sites.  To  improve  your  searching 
and  reduce  the  number  of  pages  a  search 
engine  returns,  type  multiple  search  terms  that 
define  what  you  are  looking  for.  To  search  for  a 
phrase,  enclose  the  words  in  quotation  marks. 


Web  Images  Videos  Maps  News 
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Shopping  Gmail  more  ▼ 


"web-based  email  free" 


About  1 50,000  results  (0.24  seconds) 


1  Everything 

fel  More 


India  Free  Web  Based  Email  Sen/ 

Best  Web  Based  Email,  Free  Email  Ac 
Web  Based  Email  Account.  Free  Email  • 

www.hotdak.net/-  Cached  -  Similar 


Search  Types 

By  default,  search  engines  return  links  to  those 
Web  pages  that  match  your  search  criteria. 
However,  the  Web  is  about  more  than  just  text. 
It  also  contains  images,  music  and  audio  files, 
video  files,  and  news.  Most  of  the  larger  search 
engines  enable  you  to  search  for  these  different 
types  of  content.  Often  you  can  simply  add  the 
media  type  to  your  search  string. 


hard  drive  video 


About  1 1 7,000,000  results  (0.25  seconds) 

Hard  Drive  Video  On  Sale 

BHPhotoVideo.com  Save  On  Video  "Hard  Drive"  Low  Pric 

BHPhotoVideo.com  is  rated  ★★★★★  on  Google  Products  (159' 

Videos  for  hard  drive  video 

Inside  of  Hard  Drive 

2  min  -  Oct  1 , 2006 
Uploaded  by  joshuamarius 
www.youtube.com 


Search  Strategies 

Many  search  engines  have  advanced  search  capabilities  that 
enable  you  to  type  several  terms  and  find  sites  that  match  at 
least  one  of  the  terms  or  eliminate  sites  that  match  terms 
you  specify.  To  use  these  advanced  capabilities,  navigate  to 
the  search  engine's  Web  site  and  look  for  a  link  to  advanced 

searching  ( # ). 

Advanced  Search 

reeling  Lucky 

_ 1  Language  Tools 

Read  News 
on  the  Web 


The  Web  is  home  to  many  sites  that  enable  you  news  electronically  —  newspapers,  magazines, 
to  read  the  latest  news.  Many  print  sources  and  blogs, 
have  Web  sites,  and  you  can  read  all  kinds  of 


Newspapers 

Print  media  such  as  newspapers  and 
magazines  have  embraced  the  Web  as 
a  way  to  augment  their  traditional 
business.  Some  companies  have  Web 
sites  with  up-to-the-minute  stories, 
whereas  others  use  their  sites  just  as 
archives  of  previously  published 
stories.  Some  media  sites  require  that 
you  register  to  access  the  articles,  but 
on  most  sites,  the  registration  is  free. 


THE  WAI.1.  STREET  JOURNAL 

Digital  Neiivort  WSJ.com  Market  atch  fWPvRQN'S 

Monday,  July  26,2010  As  of  4: 10  PM  EDT  New  York  #  S9°  1 70° 

THE  WALL  STREET  JOURNAL. 

Today's  Paper  •  Video  ■  Blogs  ■  Journal  Community 


Home  World  U.S.  New  York  Business  Markets 
QUICK  LINKS  :  WikiLeaks  Gulf  Oil  Spill  Stress  Tests  Week  Ahei 


breaking  The  Pentagon  is  investigating  Bradley  Mannini 
MEWS  Manning,  a  U.S.  Army  intelligence  analyst,  was 

leaking  classified  information. 


] 


The,  Ezine  Directory 


Promote  Your  Ezine  Today! 


Home  Add  an  Ezine  Modify  an  Ezine  New  Ezines 


Magazines 

A  number  of  Web  news  sources 
exist  as  online  magazines,  also 
called  e-zines.  Many  of  these 
online  publications  offer  a  wide 
variety  of  content  and  excellent 
writing.  To  find  e-zines  that  might 
interest  you,  search  the  Web  using 
the  search  term  "e-zines."  The 
search  results  contain  several 
directories  that  list  e-zines  by 
category. 


7  Days  for  $7 :  Get  unfettered  access 
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Blogs 

A  blog  —  or  Web  log  — -  is  a  Web  page 
consisting  of  frequently  updated,  reverse- 
chronological  entries  made  by  the  blogger. 
Some  blogs  are  mere  diaries  or  lists  of 
interesting  links,  but  many  have  a  news 
focus,  particularly  news  on  politics,  such  as 
www.instapundit.com,  and  technology, 
such  as  www.techcrunch.com. 


INSTAPUNDIT.COM 


HOME  |  PHOTOS  |  PODCASTS  |  ABOUT  |  FAQ  |  OTHER  V/Rl 
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News  Portal 

A  news  portal  is  a  Web  site  that  gathers  news 
from  hundreds  or  even  thousands  of  online 
sources.  You  can  then  search  the  news,  browse 
headlines,  and  view  news  by  subject.  Two 
popular  news  portals  are  NewsIsFree  (www. 
newsisfree.com)  and  NewsNow  (www.newsnow. 
co.uk).  The  major  search  engines  also  maintain 
news  portals,  such  as  Google  News  (news. 
google.com). 


UNewsIsFree 


Please  login  or  open  an  account  to  start  adding  pages  or  creating  fee 


BROWSE 

HEADLINES 


Syndication 

Instead  of  surfing  to  a  Web  media  site  or  news  portal, 
you  can  have  articles  and  news  headlines  sent  to  you. 
Many  news  sites  use  syndication,  which  enables  a 
special  program  called  an  aggregator  —  also  called  an 
RSS  reader  (RSS  is  short  for  Real  Simple  Syndication)  — 
to  display  the  syndicated  content.  You  see  a  symbol  like 
this  one  on  such  sites. 


Research  Using 
the  Web 


You  can  use  the  Web's  vast  resources  to  research 
just  about  any  topic  you  can  imagine.  The  Web 
has  information  that  can  help  you  with  a  school 
project,  your  family  history,  or  a  presentation  at 
work.  You  can  search  for  the  data  that  you 
need,  or  go  to  specific  research  sites. 


Be  aware  that  not  all  of  the  information  on 
the  Web  is  factual  or  useful.  Sites  often  have 
inaccurate  or  deliberately  misleading  data.  In 
general,  stick  to  large,  reputable  sites  and  be 
sure  to  locate  information  you  think  is  factual 
on  more  than  one  site. 


Reference  Materials 

Sites  such  as  Encarta  (encarta.msn.com) 
and  Britannica  (www.britannica.com) 
offer  multiple  online  research  tools, 
including  encyclopedias,  dictionaries, 
and  atlases.  The  Web  is  also  home  to 
thousands  of  sites  that  offer  almanacs, 
maps,  and  thesauruses. 


Support  provided  by  Westlaw  People  Map 


Reference  Desk  ▼ 

Library  News 

LibrarySpot  or  Google  |  Great  .rt-See  sites 


aily  Almanac  Podcast 


Libraries  and  Museums 

Many  public  and  private  libraries  maintain 
Web  sites  that  enable  you  to  search  their 
catalogs,  access  their  digital  archives,  and 
order  books;  you  can  find  many  of  these 
libraries  using  LibrarySpot  (www.libraryspot. 
com).  Many  museums  are  also  online,  offering 
articles  and  interactive  exhibits. 
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Government  Resources 

Federal,  state,  and  municipal  government  Web  sites 
contain  a  wealth  of  information  on  a  wide  variety  of 
topics.  Depending  on  the  level  of  government,  you 
can  use  these  sites  to  research  trends,  statistics, 
regulations,  laws  and  bylaws,  patents,  and 
trademarks.  Most  government  sites,  like  www.irs.gov 
and  www.ssa.gov,  also  offer  articles,  papers,  essays, 
and  learning  kits. 


SlRS.gov 

Ch 

individuals  Businesses 

Charities  &  Non-Profits  Government  Entities  | 

Forms  and  Publications  » 

Top  Forms  and  Publications: 

1.  201 0  Form  W-4 

2.  Form  W-9 

3.  Form  1040 

4.  Form  1040-X 

5.  Form  4506-T 


Welcome  to  Ancestry.com 

The  world's  largest  online  resource  for 
family  history  documents  and  family  trees 

Enter  a  few  simple  facts.  We'll  help  you  discover  a  lot  more. 


Your  first  name 

Your  last  name 

Male  ▼ 

.  1 

People  and  Genealogy 

If  you  are  trying  to  find  a  person,  the  Web  has 
hundreds  of  sites  that  enable  you  to  search  for 
phone  numbers,  postal  and  e-mail  addresses,  and 
old  classmates.  If  you  are  trying  to  find  your 
ancestors,  the  Web  also  boasts  hundreds  of 
genealogy  sites.  Either  you  can  search  directly 
using  online  resources  such  as  birth  and  death 
records,  or  you  can  use  dedicated  genealogy  sites 
such  as  Ancestry.com  and  Genealogy.com. 


Ask  an  Expert 

Hundreds  of  millions  of  people  access  the  Web, 
and  many  of  them  are  experts  on  one  or  more 
topics.  You  can  find  many  of  these  experts  at  "Ask 
an  Expert"  sites  that  enable  you  to  pose  questions 
that  experts  in  the  field  will  answer.  Although 
some  sites  require  a  fee,  many  sites  are  free, 
including  AllExperts  (www.allexperts.com)  and 
Yahoo!  Answers  (http://answers.yahoo.com). 


About  Us  f  Tell  Friends  |  How 


All 


Browse  Answers:  By  Category 


Do  you  love  SCIENCE? 

Learn  how  you  can  become 
a  science  teacher  online.  LEARN  more  -* 

unuw.WGU.edu 


A 


More  than  1  million  questions  answered!  Allexperts. 


Buy  and  Sell 
on  the  Web 


E-commerce  is  the  online  buying  and  selling  of 
goods  and  services.  It  is  a  big  part  of  the  Web. 
You  can  use  Web-based  stores  to  purchase 
books,  theater  tickets,  and  even  cars.  Many 
sites  also  enable  you  to  sell  or  auction  your 
products  or  household  items. 


E-commerce  has  many  advantages.  For  buying, 
you  have  the  convenience  of  shopping  at 
home,  easily  comparing  prices  and  features, 
and  having  goods  delivered  to  your  door.  For 
selling,  the  Web  offers  low  overhead  and  a 
potential  audience  of  millions  of  people. 


Buying  on  the  Web 

Thousands  of  Web  sites  are  devoted  to  online  shopping.  Some, 
like  Expedia  Travel  (www.expedia.com),  focus  on  one  product 
or  service,  whereas  others,  such  as  Amazon  (www. amazon 
.com),  offer  a  wide  range  of  goods  like  traditional  department 
stores.  You  can  also  find  Web  sites  for  traditional  retailers  such 
as  Walmart,  and  many  manufacturers  enable  you  to  purchase 
goods  directly  through  their  Web  sites. 


amazon.com 

Htdo.  Sion  Into  get  personalized  recommend 

Your  Amaron.com  Today's  Deals  Gt 

■  Shop  All  Departments 

Search 

All  Departments  !▼! 

Books 

fckMos.  Music  &  Games  > 

Digital  Downloads  > 

Klncfle 

Computers  &  Office  > 

THE  ALL'NE 

Smaller,  Ligl 
with  50%  Bett 

Shopping  Cart 

When  you  shop  at  an  e-commerce  site,  you  usually  add  the  items  that  you 
want  to  purchase  to  a  virtual  shopping  cart  —  also  called  a  shopping 
basket  —  that  keeps  track  of  these  items  and  the  quantity.  Most  sites  have 
a  View  Cart  link  that  enables  you  to  view  the  contents  of  your  shopping 
cart.  The  cart  usually  has  a  Proceed  to  Checkout  link  that  leads  you  to  a 
page  where  you  provide  your  address  and  payment  information. 


Product  Reviews 

If  you  plan  to  make  a  purchase,  whether  it  is  a 
computer,  a  car,  or  a  vacation,  you  can  use  the 
Web  to  research  the  product  beforehand.  There 
are  sites  devoted  to  product  reviews  by  consumers, 
such  as  Epinions  (www.epinions.com);  reviews  by 
companies,  such  as  the  J.D.  Power  Consumer 
Center  (www.jdpower.com);  and  government 
resources,  such  as  the  Federal  Citizen  Information 
Center  (www.pueblo.gsa.gov). 


JDPower.com 

Making  it  easier  to  be  a  consumer 


Autos  |  Boats  j  Electronics)  Finance 
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Site  Security 

Purchasing  anything  on  the  Web  requires  that  you  provide 
accurate  payment  data,  such  as  your  credit  number  and  expiry 
date.  To  ensure  that  this  sensitive  data  does  not  fall  into  the 
wrong  hands,  provide  this  payment  data  only  on  a  secure  site. 
Your  browser  may  tell  you  when  you  are  entering  a  secure  site. 
Otherwise,  look  for  "https"  instead  of  "http"  in  the  site  address, 
and  look  for  a  lock  icon  in  the  browser  window. 


Selling  on  the  Web 


Online  Auction 

If  you  make  your  own  products  or  have  household  items 
that  you  no  longer  need,  you  can  put  them  up  for  sale  in 
an  online  auction.  By  far,  the  most  popular  general  online 
auction  site  is  eBay  (www.ebay.com),  but  there  are  also 
thousands  of  auction  sites  devoted  to  specific  items,  such 
as  cars  or  memorabilia.  Many  auction  sellers  accept 
payment  through  the  PayPal  service  (www.paypal.com), 
which  transfers  buyer  credit  card  payments  to  your  bank 
account. 


Virtual  Store 

Many  Web  companies  offer  e-commerce  hosting  to  enable  you 
to  set  up  your  own  online  store.  Sites  such  as  Yahoo!  Small 
Business  (http://smallbusiness.yahoo.com)  offer  tools,  storage 
space,  and  expertise  to  build  and  promote  your  store. 


Socialize  on 
the  Web 


The  Web  offers  many  opportunities  to  socialize, 
whether  you  are  looking  for  a  friend  or  a  date, 
or  you  just  want  some  good  conversation. 

The  Web  is  generally  a  safe  place  to  socialize 
but,  as  in  the  real  world,  you  should  observe 
some  common-sense  precautions.  For  example,  if 


you  plan  to  meet  new  friends  face  to  face, 
arrange  to  meet  them  in  public  places.  Make 
sure  that  you  supervise  all  online  socializing  done 
by  children.  Finally,  do  not  give  out  personal 
information  to  strangers,  and  teach  your  children 
not  to  give  out  personal  information. 


— -  1 

Meet  Friends 

If  you  are  looking  to  meet  new  friends, 
either  for  the  social  contact  or  to 
expand  your  network,  the  Web  has  sites 
such  as  Facebook  (www.facebook.com) 
and  MySpace  (www.myspace.com)  that 
enable  you  to  meet  people  with 
common  interests.  Two  other  popular 
sites  are  Twitter  (www.twitter.com)  and 
Linkedln  (www.linkedin.com),  where 
you  can  meet  new  friends  through  your 
existing  network  of  friends. 

facebook 

Facebook  helps  you  connect  and  share  with 
the  people  in  your  life. 

e  Harmony 

Advice 

real  people,  real  advice. 


Find  Dates 

There  are  hundreds  of  online  dating  services 
that  cater  to  all  kinds  of  people  looking  for  all 
kinds  of  relationships.  Two  of  the  most  popular 
online  dating  sites  are  eHarmony  (www. 
eharmony.com)  and  Match.com.  There  are  also 
many  sites  devoted  to  specific  types  of  people 
and  relationships. 
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Forums 

Many  Web  sites  offer  forums,  which  are  also 
called  message  boards  or  discussion  boards. 
These  sections  within  the  site  enable  visitors  to 
post  messages  that  are  shown  on  the  site  for 
others  to  see  and  reply  to.  Some  forums  deal 
with  the  site  or  company,  such  as  the 
discussion  boards  on  the  eBay  site,  whereas 
others  cover  a  particular  subject,  such  as  the 
numerous  gardening  forums  hosted  by 
GardenWeb  (www.gardenweb.com). 


Kiss 


FORUM 


Announcements 

Announcements  from  the  Joomla!  Project  for  the  attention  of  all  Users, 
this  forum  or  check  it  regularly. 

Joomla!  Security  Updates:  http://feeds.joomla.org/JoomlaSecurityN' 
!  http: Weeds  joomla.org/JoomlaSecurityV  ...  Extensions 

Subforum:  D  Announcements  Discussions 


Joomla!  1.5  -  Ask  Support  Questions  Here 


General  Questions/New  to  Joomla 


Chat  Rooms 

A  c hat  room  is  a  section  on  a  Web  site  in  which  visitors  can 
exchange  typed  messages  in  real  time.  Depending  on  the 
popularity  of  the  site,  a  chat  room  can  contain  anywhere 
from  a  few  people  chatting  to  a  few  dozen.  Many  chat 
services  also  enable  you  to  switch  to  a  "private"  chat  room 
for  one-on-one  discussions. 


Clubs  and  Pen  Pals 

In  the  real  world,  a  pen  pal  is  a  person  with 
whom  you  exchange  letters.  In  the  online  world, 
a  pen  pal  is  someone  with  whom  you  exchange 
e-mail  messages.  Because  e-mails  are  typed, 
online  pen  pals  are  sometimes  called  keypals. 

You  can  use  the  Web  to  find  online  pen  pals, 
particularly  for  children.  For  example,  see  KeyPals 
Club  International  (http://kci.the-protagonist.net/) 
and  ePALS  (www.epals.com). 


Protect  Yourself 
on  the  Web 


Protecting  yourself  on  the  Web  means 
understanding  and  preventing  a  number  of 
security  and  privacy  problems.  These  include 
problems  with  spyware,  pop-up  ads,  saved 
passwords,  cookies,  and  unsecure  sites. 


Both  Internet  Explorer  and  Windows  7  contain 
some  tools  you  can  use  to  help  you  maintain 
your  security  and  privacy.  Other  browsers  also 
contain  similar  tools.  These  tools  help  you  guard 
against  spyware  and  annoying  pop-up  ads. 


Spyware 

Spyware  is  software  that  installs  on  your  computer  without  your 
knowledge  or  consent.  These  programs  surreptitiously  gather 
data  from  your  computer,  steal  your  passwords,  display 
advertisements,  and  hijack  your  Web  browser  to  cripple  your 
ability  to  view  Web  pages  of  your  choice.  To  eliminate  these 
programs  from  your  computer  and  prevent  spyware  from 
installing  on  your  computer,  Windows  7  includes  Windows 
Defender,  which  is  turned  on  by  default. 


Windows  Defender 


Home 


Scan  | 


£  History  fQj 


Tools 


Protection  against  cpyw.it  and  potentially  unwanted  sottwaie 


No  unwanted  01  harmful  sottware  detected. 


Your  computer  »s  running  noimally 


Pop-Up  Ads 

A  pop-up  ad  is  an  advertisement  that  interrupts  your  Web 
browsing  by  appearing  in  a  separate  browser  window  on  top  of 
your  current  window.  Pop-ups  are  annoying,  but  also  dangerous 
because  clicking  items  in  the  pop-up  window  can  cause  spyware 
to  install  on  your  computer.  Use  a  pop-up  blocker  such  as  the 
ones  built  into  Internet  Explorer  and  Firefox. 


Saved  Passwords 

When  you  submit  a  form  that  includes  a  site  password,  Internet 
Explorer  displays  a  prompt  that  offers  to  remember  the  password. 

If  you  click  Yes  and  then  access  the  site  at  a  later  date,  Internet 
Explorer  bypasses  the  login  page  and  takes  you  directly  to  the  site. 
Unfortunately,  a  saved  password  means  that  anyone  else  who  uses 
your  computer  can  access  the  site.  Therefore,  you  may  want  to  click 
No  when  Internet  Explorer  asks  to  remember  the  password. 
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Cookies 

A  cookie  is  a  small  text  file  that  a  Web  site  stores  on  your 
computer  to  keep  track  of  things  such  as  preferences  and 
shopping  cart  items.  Cookies  can  also  store  site  usernames  and 
passwords,  as  well  as  your  credit  card  data;  if  possible,  tell  the 
site  not  to  save  this  data.  Alternatively,  use  a  cookie  manager 
program  such  as  Cookie  Monster  (www.ampsoft.net/utilities/ 
CookieMonster.php)  or  Cookie  Pal  (www.kburra.com). 


Unsecure  Sites 


My  Access 

@C>[ 

-  Windows  Internet  Explorer 

||  http  s  ://www,  s  m  ith  b  a  m  ey.  com/my  access/ 

Favorites 

!  ^  jj§|  Suggested  Sites  ▼  |Sj  Web  SI 

ce  Gallety  ▼ 

|  My  Access 

Secure  Site  Indicators 

Information  that  you  send  over  the  Web  —  such  as 
when  you  fill  out  and  send  a  form  —  is  usually  sent 
in  plain  text  that  anyone  can  read.  A  secure  site  is 
one  that  sends  your  data  in  an  encrypted  format  that 
is  impossible  to  read.  Before  you  send  sensitive  data 
such  as  your  credit  card  number,  be  sure  that  the  site 
is  secure.  In  the  browser  address  bar,  look  for  "https" 
and  a  lock  icon  (SI). 


Protected  Mode 

Internet  Explorer's  protected  mode  feature  is 
designed  to  hamper  malicious  software  from 
installing  itself  on  your  computer  without  hampering 
your  Web  browsing  style.  With  protected  mode 
enabled,  Internet  Explorer  warns  you  when  Web 
pages  try  to  run  or  install  software.  The  status  bar 
displays  information  about  the  status  of  protected 
mode  ( # ). 


■HD  quiz 
nd  deals 
fter  prison 
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Got  IE8  yet?  You  can  upgrade 


POPULAR  SEARCHES 


? 


Fam 
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Internet  |  Protected  Mode:  On 


Protect  Your  Children 
on  the  Web 


To  protect  your  children  on  the  Web,  you  need 
to  understand  the  dangers  that  await  them  and 
learn  ways  to  avoid  those  dangers.  Good 
browsers  give  you  options  to  restrict  the 
content  that  can  be  shown,  and  using  these 
controls  is  a  good  way  to  start  protecting  your 
children.  But  it  is  only  a  start;  as  a  parent,  you 


need  to  be  involved  when  your  children  are 
browsing  the  Internet. 

Children  can  very  easily  come  upon  inappropriate 
material  or  run  into  predators  on  the  Web,  even 
inadvertently.  You  should  not  underestimate  the 
level  of  protection  that  they  need. 


Potential  Dangers 


Images,  Videos,  and  Music 

The  Web  has  no  shortage  of  explicit  or  violent  images,  videos,  and 
music  not  suitable  for  children.  Sites  that  display  such  media  usually 
require  membership  or  payment,  but  some  do  not,  and  those  sites 
often  display  unsuitable  media  on  their  home  pages. 


Information 

The  Web  is  a  massive  storehouse  of  knowledge,  not  all  of  which  is  benign.  Some 
site  content  uses  profanity,  and  other  sites  offer  inappropriate  information  on 
topics  ranging  from  mixing  chemicals  to  making  weapons. 


Chat  Rooms 

Adults  who  desire  to  meet  young  children  often  frequent  Internet  chat 
rooms.  These  predators  disguise  themselves  as  other  children  and 
attempt  to  get  young  participants  to  reveal  personal  details  about 
themselves,  particularly  where  they  live  or  where  they  go  to  school. 


Surfing  the  World  Wide  Web 


CHAPTER 

10 


Ways  to  Protect  Children 


- - - - - - - - - - - - 

Restrict  Content 

Internet  Options  HE  L  J5L 

Many  Web  browsers  have  features  that  restrict  certain 
types  of  inappropriate  Web  content  to  authorized  users. 
These  restrictions  are  based  on  ratings  applied  to  certain 
sites.  In  Internet  Explorer,  click  Tools,  click  Internet 
Options,  and  then  click  the  Content  tab.  Use  the 

Parental  Controls  and  Content  Advisor  buttons  to 
restrict  the  actions  children  can  perform  on  the  Web  and 
to  control  the  types  of  content  they  can  access. 

General  S  Security  i  Privacy  |  Content  i  Connections  '  Programs  j  Advanced] 

Parental  Controls  -  —  - 

.  J.^  Control  the  Internet  content  that  can  |  Parental  Controls 

VS  be  viewed. 

Content  Advisor 

(  f\  Ratings  help  you  control  the  Internet  content  that  can  be 

TT  viewed  on  this  computer, 

[  'Enable...  )  |  \  Settings  j 

Third-Party  Programs 

Many  third-party  programs  filter  out 
content  deemed  objectionable  for 
children.  Among  the  most  popular 
in  this  category  are  CYBERsitter 
(www.cybersitter.com),  Net  Nanny 
(www.netnanny.com),  and  CyberPatrol 
(www.cyberpatrol.com). 


Supervision  and  Education 

Ideally,  parents  should  also  be  directly  involved  in  protecting  their 
children  on  the  Web.  For  very  young  children,  parents  should 
supervise  Web  sessions  to  prevent  access  to  inappropriate  content. 
For  older  children,  parents  should  educate  them  on  the  potential 
dangers  and  lay  down  ground  rules  for  using  the  Web  (such  as  not 
giving  out  personal  data  to  strangers  without  permission). 


Protect  Your 
Browsing  Privacy 


You  can  protect  your  browsing  privacy  by 
deleting  browsing  history. 

Every  browser  keeps  track  of  a  variety  of  data 
as  you  use  the  browser,  such  as  a  list  of  Web 
sites  you  visit.  Browsers  also  store  the  data  you 
provide  whenever  you  complete  a  form  on  a 
Web  site.  Each  browser  saves  to  your  hard  drive 


copies  of  Web  pages  you  view;  these  temporary 
files,  also  called  the  cache,  speed  up  your 
browsing.  And,  each  Web  site  you  visit  drops 
small  files  called  cookies  on  your  hard  drive  to 
store  preferences,  such  as  login  information.  To 
protect  your  privacy,  you  can  delete  all  of  this 
information. 


Protect  Your  Browsing  Privacy 


Protect  Privacy  in  Internet 
Explorer 

o  Open  Internet  Explorer. 

0  Click  Safety. 

0  Click  Delete  Browsing 
History. 


The  Delete  Browsing  History 
dialog  box  appears. 

O  Click  the  boxes  beside  each 
option  in  the  dialog  box 
(□  changes  to  Z). 

0  Click  Delete. 

Internet  Explorer  deletes  all 
browsing  history. 
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Protect  Privacy  in  Firefox 

0  Open  Firefox. 

0  Click  Tools. 

0  Click  Clear  Recent  History. 

The  Clear  Recent  History 
dialog  box  appears. 

0  Click  the  Time  range  to 
clear  0. 

0  Click  Everything. 

0  Click  the  boxes  beside  each 
option  in  the  dialog  box 
(0  changes  to  H). 

0  Click  Clear  Now. 

Firefox  deletes  all  browsing 
history. 


can  I  clear  browsing  history  in  Coogle  Chrome? 

Yes.  Follow  these  steps: 

0  Click  E  in  the  upper  right  corner  of  Chrome 

0  Click  Options  to  display  the  Google  Chrome 
Options  dialog  box. 

0  Click  the  Under  the  Hood  tab. 

0  Click  Clear  browsing  data  to  display  the 
Clear  Browsing  Data  dialog  box. 

0  Click  beside  each  item  you  want  to  clear 
(□  changes  to  HI). 

0  Click  Clear  browsing  data. 

0  After  Chrome  clears  browsing  data,  click 
Close  twice. 
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The  Internet  offers  you 
a  number  of  ways  to 
communicate  with  other 
people,  including  e-mail 
messages  and  instant 
messages. 
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Introduction 
to  E-Mail 


E-mail  is  the  Internet  system  that  enables  you 
to  electronically  exchange  messages  with  other 
Internet  users  anywhere  in  the  world.  The  e-mail 
system  is  nearly  universal  because  anyone  who 
can  access  the  Internet  has  an  e-mail  address. 

You  can  work  with  e-mail  in  your  browser,  or 
you  can  use  one  of  the  special  programs 


available.  Several  of  these  programs  are  free, 
such  as  Thunderbird  from  Mozilla  —  the  same 
company  that  created  Firefox  —  and  Windows 
Live  Mail  from  Microsoft.  Outlook,  also  from 
Microsoft,  is  not  free,  but  is  widely  used 
because  it  combines  personal  information 
management  functions  with  e-mail. 


E-Mail  Advantages 

E-mail  is  fast;  messages  are  generally  delivered  within  a  few  minutes  —  sometimes 
a  few  seconds  —  after  being  sent.  E-mail  is  convenient;  you  can  send  messages  at 
any  time  of  day,  and  your  recipient  does  not  need  to  be  at  his  or  her  computer,  or 
even  connected  to  the  Internet.  E-mail  is  inexpensive;  you  do  not  have  to  pay  to 
send  messages,  no  matter  where  in  the  world  you  send  them. 


E-Mail  Account 

To  use  e-mail,  you  must  have  an  e-mail  account,  which  is  usually  supplied 
by  your  ISP  when  you  open  your  Internet  account.  The  account  gives  you  an 
e-mail  address  to  which  others  can  send  messages.  See  the  section  "Discover 
E-Mail  Addresses"  for  more  information.  You  can  also  set  up  Web-based 
e-mail  accounts  with  services  such  as  Hotmail  at  mail.live.com,  Google  mail 
at  mail.google.com,  and  Yahoo!  Mail  at  mail.yahoo.com.  Using  a  Web-based 
account,  you  can  send  and  receive  messages  from  any  computer  anywhere  in 
the  world. 


How  E-Mail  Works 

When  you  send  an  e-mail  message,  it  travels  along  your  Internet  connection  and 
then  through  your  ISP's  outgoing  mail  server.  This  server  routes  the  messages  to  the 
recipient's  incoming  mail  server,  which  then  stores  the  message  in  his  or  her  mailbox. 
When  the  recipient  checks  for  messages,  your  message  is  moved  from  the 
recipient's  server  to  the  recipient's  computer. 
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E-Mail  Program 

You  can  use  an  e-mail  program  to  send  and  receive  e-mail  messages.  Popular  free  programs  include 
Mozilla  Thunderbird  and  Windows  Live  Mail.  Microsoft  Outlook,  although  not  free,  is  widely  used;  it 
incorporates  personal  information  management  features  like  a  calendar  with  e-mail  management. 


&  Inbox  -  Moiitla  Thunderbird 

£ile  £dit  ¥iew  £°  M«ss»9*  loot*  tielp 
^  Get  Mail  *  /  Write  |Jj]  Address  Book 


Tag* 


j  Search  all  messages...  <Ctrl-*-K> 


All  Foil 
•  __EUine 

fcrboxfl) 
tftSent- 
*■ __  Trash 
.  locd  Fokfcn 
fcJunk- 
_  Trssh 


◄  ► 
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Quick  Filter. 

t  v  ^  Subject 

Test  message  to  Thunderbird 

FW:  Monsoon  Wiper  Event  at  BMW  North  Scottsdale 

DeH  Services  -  Service  Contract  Renewal  Notke 


Filter  these  mesiages,,. 

#  Date 
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from  Elaine  Marmel  <emarmel®marmelenterprise*.c©m>  <• 

subject  FW:  Monsoon  Wiper  Event  at  BMW  North  Scottsdale 

to  You  1 1 


•  Elaine  Marmel 

1:54  PM 

Elaine  Marmel 

2:21PM 

•  Elaine  Mar  mel 

2:21  PM 

[i%.  reply  | .  forward  j  1  L&) 

archive)  \fy  junk)  j  X  <kl«te 

2:21  PM 

other  action*  • 

If  you  are  having  trouble  viewing  this  email  or  submitting  feedback  please  click  here. 

To  ensure  delivery  of  these  e-mails  in  the  future,  please  add  mkaiser  at  penskeautornoiiye  c  orrt@mrnseiyer,i:  orn  to  your  address  book. 
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O 


Trie  Uliirreie  Dr  wifl  Machmo 


(800)578-6137 

18018  NORTH  SCOTTSDALE  RD. 

BMWNORTHSCOTTSDALE  COM 


Mozilla  Thunderbird  is  free  and  open  source  software  from  the  non-profit  Mozilla  Foundation. 


gnowyourrightSm  j  x 


Folders  Pane 

This  portion  of  the  e-mail 
program  window  displays 
folders  where  the  e-mail 
program  stores  various 
types  of  messages. 


Inbox 

This  folder  stores  your 
incoming  messages. 


Sent  Folder 
This  folder  stores  outgoing 
messages  that  you  have 
sent. 


Trash  Folder 

This  folder  stores 
messages  that  you 
have  deleted  from 
another  folder. 


Junk  Folder 

This  folder  stores 
messages  that  the 
e-mail  program 
considers  to  be 
unsolicited  mail. 


Outbox 

This  folder  stores 
outgoing  messages 
that  you  have  not 
yet  sent. 


Messages 

This  area  shows  a 
list  of  the  messages 
contained  in  the 
folder  selected  in 
the  left  pane  —  in 
this  example,  the 
messages  in  the 
Inbox. 


Message 

Preview 

This  area  shows  a 
preview  of  the 
currently  selected 
message. 


# 


Discover  E-Mail 
Addresses 


An  e-mail  address  is  a  set  of  characters  that 
uniquely  identifies  the  location  of  your  Internet 
mailbox.  Every  e-mail  address  consists  of  three 
parts  that  you  can  easily  identify.  And,  you  are 
not  limited  to  only  one  e-mail  address;  you  can 
have  multiple  e-mail  addresses. 


You  can  send  an  e-mail  message  to  another 
person  only  if  you  know  that  person's  e-mail 
address.  All  e-mail  programs  give  you  the 
option  of  storing  e-mail  addresses  —  whether 
you  use  them  frequently  or  infrequently  —  in 
an  address  book  so  that  they  are  readily 
available  when  you  need  them. 


Parts  of  an  E-Mail  Address 


@  Symbol 

The  @  symbol  (pronounced  "at")  separates  the 
other  two  parts  of  an  e-mail  address:  the  username 
and  the  domain  name.  The  @  symbol  appears  only 
in  e-mail  addresses,  not  in  Web  addresses  for  pages 
on  the  Internet. 


idoe@somewhere.com 

*  * — * - 


Username 

The  username,  appearing  to  the  left  of  the  @ 
symbol,  is  the  name  of  the  person's  account 
assigned  by  the  Internet  Service  Provider  (ISP)  or  by 
the  person's  organization.  The  username  is  often 
the  person's  first  name,  last  name,  or  a  combination 
of  both.  No  two  people  using  the  same  ISP  or 
within  the  same  organization  can  have  the  same 
username. 

Domain  Name 

A  domain  name  identifies  an  organization  on  the 
Internet.  The  domain  name  assigned  to  your  ISP,  to 
your  organization,  or  to  your  Web  e-mail  service 
provider  appears  to  the  right  of  the  @  symbol  in 
your  e-mail  address. 
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Multiple  E-Mail  Addresses 

Most  ISPs  provide  their  customers  with  multiple  mailboxes,  each  of  which  has  its  own  e-mail  address. 
Multiple  mailboxes  are  useful  if  you  want  to  provide  separate  addresses  for  each  member  of  your  family 
or  business.  You  can  also  use  multiple  addresses  to  separate  personal  e-mail  from  e-mail  for  mailing 
lists,  or  when  you  need  to  provide  an  e-mail  address  at  a  Web  site  on  the  Internet. 


aablack 


Work 


John  Wiley  &  Sons,  Inc.  1 
•.corn Crosspoint  Boulevard 
Indianapolis,  IN  46256 
United  States  of  America 


Contact 


Email: 

aablack@w 


Address  Book 

You  can  use  your  e-mail  program's  address  book  to  store 
the  names  and  addresses  of  people  with  whom  you 
frequently  correspond.  When  you  compose  a  message,  you 
can  then  choose  the  recipient's  name  from  the  address 
book,  and  the  program  automatically  adds  the  contact's 
e-mail  address.  This  method  is  both  faster  and  more 
accurate  than  typing  the  address  manually. 


! 

Invalid  Address 

Quick  Filter:  •  B  0 

If  you  make  a  mistake  when  typing  the  recipient's  address  and  then  send 

^  Tr  0  Subject 

FWi  Monsoon  Wiper  Event  at  BMW  Nort.. 

the  e-mail  message,  your  message  cannot  be  delivered.  If  you  type  an 
incorrect  username  or  a  nonexistent  domain  name,  the  message  goes 
out,  but  you  may  receive  a  bounce  message  in  return  that  reports 
delivery  errors  (  #  ). 

Dell  Services  -  Service  Contract  Rene... 
Mail  System  Error  -  Returned  Mail 

r 

Firefox 

|  Google 

directory  seivicesi 

i  Advanced  Search 

Google  Search 

Search  for  an  E-Mail  Address 

You  can  use  one  of  the  Internet's  directory  services  to 
find  a  person's  e-mail  address.  Most  directory  services  are 
like  the  white  pages  telephone  book  and  enable  you  to 
look  up  an  e-mail  address  when  you  know  the  person's 
first  and  last  name.  You  typically  have  to  pay  for  these 
services.  You  can  find  an  Internet  directory  service  by 
using  one  of  the  search  engines. 


Compose  an 
E-Mail  Message 


You  can  send  an  e-mail  message  to  anyone 
whose  e-mail  address  you  know.  In  most  cases, 
the  message  is  delivered  within  a  few  minutes. 
You  start  by  supplying  the  recipient's  e-mail 
address  and  a  subject.  Most  e-mail  programs 
give  you  essentially  unlimited  space  in  which  to 
write  your  message.  But  be  concise;  most 


people  do  not  have  the  time  to  read  long 
e-mail  messages.  Many  e-mail  programs 
provide  a  spell-checking  feature  to  check 
your  work. 

You  also  can  attach  files  to  e-mail  messages  to 
share  with  the  recipient.  For  example,  you  can 
send  photos  or  minutes  of  a  meeting. 


Be  Concise 

Most  of  the  time,  e-mail  contains  short,  to-the-point  messages.  This  is  particularly  true  in  business, 
where  most  people  use  e-mail  extensively.  Therefore,  being  concise  saves  you  time  when  composing  a 
message,  and  it  saves  your  recipient  time  when  reading  the  message. 


Check  for  Errors 

Always  thoroughly  check  your  message  for  errors 
before  you  send  it.  Spelling  mistakes,  in  particular,  can 
mar  an  otherwise  well-crafted  message  and  obscure 
your  meaning;  many  e-mail  programs  automatically 
check  spelling  for  you.  Finally,  check  that  all  your  facts 
are  accurate.  Your  goal  should  always  be  to  write 
clean,  clear,  and  correct  messages. 


Attachment 

If  you  have  a  memo,  image,  or  other  document 
that  you  want  to  send  to  another  person,  you  can 
attach  the  document  to  an  e-mail  message.  The 
other  person  can  then  open  the  document  after 
receiving  your  message.  Most  e-mail  programs 
represent  attachments  with  a  paper  clip  (  #  ). 


k  A  3  Subject 


From 


£ 


FW:  Monsoon  ’Wiper  Event  at  BMW  Nort...  Elaine  Marrnel 


Dell  Services  -  Service  Contract  Renewal ...  •  Elaine  Marrnel 
Photo  list  •  Elaine  Marrnel 
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Courtesy  Copy 

A  courtesy  copy  is  a  copy  of  a 
message  that  you  send  as  a 
courtesy  so  that  the  recipient  is 
aware  of  the  contents  of  your 
message.  In  your  e-mail  program, 
you  specify  the  main  recipients  in 
the  "To"  line  and  the  courtesy 
copy  recipients  in  the  "Cc"  line. 


4 

— 1 

O  j 

&  Juliana.Aldous@microsoft.com 

Cc: 

3  JLefevere@wiley.com 

Smileys 

The  subtleties  of  humor  and  sarcasm  are  difficult  to  convey 
in  print.  To  help  prevent  misunderstandings,  people  often 
use  symbols  such  as  smileys  to  convey  an  emotion  or 
gesture;  these  symbols  are  called  emoticons.  You  create  a 
smiley  by  combining  a  colon  and  a  closing  parenthesis.  If 
you  tilt  your  head  to  the  left,  this  combination  looks  like  a 
smiling  face  without  a  nose. 


Abbreviations 

To  save  time  writing  and  reading  e-mail,  many  people  use 
abbreviations  —  shortened  forms  of  common  phrases  —  in 
less  formal  messages.  Examples  include  AFAIK.  for  "as  far  as 
I  know,"  BTW  for  "by  the  way,"  and  WRT  for  "with  respect 
to." 


AAMOF  -  as  a  matter  of  fact 
B4N  -  bye  for  now 
CUL8R  -  see  you  later 
EOP  -  end  of  discussion 
FCFS  -  first  come,  first  served 


Itio 


GFR  -  grim  file  reaper 
HSIK  -  how  shnnw  i  c— 


Learn  About 
E-Mail  Etiquette 


To  help  make  e-mail  a  pleasant  experience  for 
you  and  your  correspondents,  you  should  know 
a  few  rules  of  e-mail  etiquette.  These  rules  are 
sometimes  called  netiquette,  because  these 
rules  apply  both  to  e-mail  and  to  interactions 
you  have  on  the  Internet. 


These  rules  are  guidelines;  the  e-mail  or 
Internet  police  will  not  come  and  arrest  you  if 
you  break  any  of  these  rules.  But  the  rules 
have  evolved  over  time  based  on  experience, 
and  they  have  become  generally  accepted 
practices  of  common  courtesy  while  working  in 
the  online  world. 


Do  Not  SHOUT 

Use  the  normal  rules  of  capitalization  in  your  e-mail  text.  In  particular, 
AVOID  LENGTHY  PASSAGES  OR  ENTIRE  MESSAGES  WRITTEN  IN  CAPITAL 
LETTERS,  WHICH  ARE  DIFFICULT  TO  READ  AND  MAKE  IT  APPEAR  THAT 
YOU  ARE  SHOUTING. 


Use  Descriptive  Subject  Lines 

Busy  e-mail  readers  often  use  a  message's 
subject  line  to  decide  whether  to  read  the 
message.  This  is  particularly  true  if  the 
recipient  does  not  know  you.  Therefore,  do  not  use  subject  lines  that  are  either  vague  or  overly  general, 
such  as  "Info  required"  or  "An  e-mail  message."  Make  your  subject  line  descriptive  enough  so  that  the 
reader  can  tell  at  a  glance  what  your  message  is  about. 


Subject:  Photo  list 


Clarify  Responses 

When  replying  to  a  message,  make  sure 
that  the  other  person  knows  what  you 
are  responding  to  by  including  the 
original  message  in  your  reply.  Most 
e-mail  programs  automatically  quote  the  entire  original  message  when  you  create  a  reply,  often 
highlighting  with  marks  in  the  margins.  If  necessary,  you  can  edit  the  quote  to  include  enough  of  the 
original  message  to  put  your  reply  into  context. 


On  7/28/2010  12:24  PM,  Elaine  Marmel  wrote: 
Here’s  the  list.  Should  be  easy  enough. 
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Avoid  Large  Attachments 

Avoid  sending  very  large  file  attachments.  Receiving  messages  with  large 
file  attachments  can  take  a  long  time,  even  with  a  high-speed  connection. 
In  addition,  many  ISPs  place  a  limit  on  the  size  of  a  message's  attachments, 
which  is  usually  around  2MB.  In  general,  use  e-mail  to  send  only  small 
files. 


Reply  Promptly 

When  you  receive  a  message  in  which  the  sender  expects  a  reply  from 
you,  waiting  too  long  before  responding  is  considered  impolite.  Whenever 
possible,  urgent  or  time-sensitive  messages  should  be  answered  within  a 
few  minutes  to  an  hour.  For  other  correspondence,  you  should  reply 
within  24  hours.  If  you  wait  too  long,  you  can  become  inundated  with 
e-mail  waiting  for  responses. 


Be  Patient 

E-mail  is  fast,  but  it  is  not  meant  for  instantaneous  communications.  See  the 
section  "Communicate  by  Instant  Messaging"  for  more  information.  Expect  a 
message  recipient  to  take  at  least  24  hours  to  get  back  to  you.  If  you  have  not 
heard  back  within  48  hours,  it  is  okay  to  write  a  short  note  asking  the  person 
whether  your  message  was  received. 


Do  Not  Send  Flames 

If  you  receive  a  message  with  what  appears  to  be  a  thoughtless  or 
insulting  remark,  your  immediate  reaction  might  be  to  compose  an 
emotionally  charged,  scathing  reply.  Such  a  message  is  called  a  flame, 
and  it  will  probably  only  make  matters  worse.  Allow  yourself  at  least 
24  hours  to  cool  down  before  responding  to  the  message. 


Receive  an 
E-Mail  Message 


Receiving  e-mail  is  very  much  like  getting  mail 
through  the  U.S.  Postal  Service  —  often  called 
snail  mail.  The  postman  delivers  a  letter  to  your 
mailbox,  where  it  stays  until  you  pick  up  your 
mail.  In  the  same  way,  when  someone  sends 
you  an  e-mail  message,  it  lands  in  your  mailbox 
on  your  Internet  Service  Provider's  incoming 


mail  server,  where  it  stays  until  you  decide  to 
check  your  e-mail. 

To  receive  e-mail,  you  must  connect  to  the  ISP's 
incoming  mail  server  to  retrieve  new  messages 
into  your  e-mail  program  and  proceed  to 
handle  them. 


Check  for  New  Messages 

All  e-mail  programs  have  a  command  that  you  can  run  to  check  for 
new  messages  on  your  ISP's  incoming  mail  server.  Make  sure  that 
you  are  connected  to  the  Internet  before  you  run  this  command.  In 
addition,  most  e-mail  programs  automatically  check  the  incoming 
mail  server  for  new  messages. 


^  Get  Mail 


Watches:  Rolex  Sport  Top  Product  11 

watchmost@dotpiano.ru 

O  imln  and  other  functionality  have  been  disabled  in  this  n 
to  the  Inbox 

This  message  was  marked  as  spam  using  the  Outlook  su 

wed  07/2 S/2010  6  05  PM 


Spam  and  Viruses 

Not  all  of  the  messages  that  you  receive  will  come  from  people 
you  know.  Many  unscrupulous  businesses  send  spam,  or 
unsolicited  commercial  e-mail.  In  addition,  malicious  users 
sometimes  send  computer  viruses  as  e-mail  attachments.  Read 
more  about  spam  and  e-mail  viruses  in  the  sections,  "Reduce 
E-Mail  Spam"  and  "Guard  Against  E-Mail  Viruses."  In  the 
meantime,  do  not  open  e-mail  attachments  if  you  are  not 
expecting  them,  even  if  they  come  from  someone  you  know. 


Work  with  Received  Messages 


Store  Messages 

To  keep  your  e-mail  program's  Inbox  folder  uncluttered,  you  can  create 
new  folders  and  then  move  messages  from  the  Inbox  to  the  new  folders. 
Consider  using  separate  folders  to  save  related  messages.  For  example, 
you  could  create  separate  folders  for  the  subject  matter  of  the  e-mail,  for 
projects  that  you  are  working  on,  and  for  different  work  departments. 


i  A.,  In  box 
L_J  Drafts 

iRSent 

Trash 

L  Administrative  follow-up 
x  Political  news 
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Reply  to  a  Message 

When  a  message  that  you  receive  requires  some 
kind  of  response  —  whether  answering  a  question, 
supplying  information,  or  providing  comments  or 
criticism  —  you  reply  to  the  message.  You  can 
reply  only  to  the  sender  or  to  all  recipients  of  the 
message.  Do  not  forget  to  include  the  relevant  text 
from  the  original  message  in  your  reply.  Your 
e-mail  program  automatically  adds  "Re:"  to  the 
beginning  of  the  subject  line  to  indicate  the 
message  is  a  reply. 


Forward  a  Message 

If  a  message  has  information  relevant  to  or  concerns 
another  person  who  did  not  originally  receive  the 
message,  you  can  forward  a  copy  of  the  message  to 
that  person.  You  can  also  include  your  own  comments 
in  the  message  you  forward.  Your  e-mail  program 
automatically  adds  "Fw:"  to  the  beginning  of  the 
subject  line  to  indicate  the  message  is  a  forward. 


Save  or  Send  an  Attachment 

Most  e-mail  programs  designate  messages  that 
contain  attachments  with  a  paper  clip.  They  also 
use  the  same  designator  to  represent  the  button 
you  click  to  attach  a  file  to  an  e-mail.  Typically, 
to  save  an  attachment,  you  can  right-click  the 
attachment  and  then  click  Save  As.  To  attach  a 
file  to  a  message,  look  for  a  button  that  displays 
a  paper  clip  and  click  it.  You  then  navigate  to 
the  location  on  your  hard  drive  where  you  store 
the  file  you  want  to  attach. 


Reduce 
E-Mail  Spam 

Spam  is  an  unsolicited,  commercial  e-mail 
message  that  advertises  anything  from  a 
baldness  cure  to  cheap  printer  cartridges.  Most 
people  receive  at  least  a  few  spams  a  day,  and 
some  people  receive  hundreds  of  them.  No 
matter  how  many  you  receive,  reducing  spam 
can  save  time  and  reduce  e-mail  frustration. 


Some  spam  is  more  than  just  annoying.  For 
example,  many  spam  e-mails  advertise  deals 
that  are  simply  fraudulent.  Others  feature  such 
unsavory  practices  as  asking  for  money  or 
linking  to  adult-oriented  sites.  Some  spam  is 
dangerous,  linking  you  to  sites  that  install 
spyware. 


Turn  On  ISP  Spam  Filters 

Many  Internet  Service  Providers  (ISPs)  offer  spam  filtering 
services  as  part  of  your  account.  ISPs  have  no  more  use  for 
spam  than  you  do  —  spam  simply  makes  their  jobs  harder 
because  they  have  to  deliver  unwanted  mail.  To  reduce  spam, 
most  ISPs  turn  on  spam  filtering  services  by  default,  reducing 
the  amount  of  spam  delivered  to  you.  Typically,  you  can 
adjust  those  settings  at  your  ISP's  Web  site. 


Spam  Blocker 

>  About  Spam  Blocker 

>  Manage  Spam  Blocker 


Junk  Settings 


If  enabled,  you  must  first  trim  Thundertwd  to  identify  junk  mail  by  using  the 
Junk  toolbar  button  to  mart  menage)  as  junk  or  not  You  need  to  identify 
both  junk  and  non  junk  messages. 

J  £nable  adaptive  junk  mail  controls  for  this  account 


Review  Junk  Mail  Settings 

Most  good  e-mail  programs  also  have  junk  mail  filtering 
settings  that  you  can  adjust  to  help  you  minimize  the 
amount  of  spam  that  actually  arrives  in  your  Inbox.  In 
some  e-mail  programs,  you  can  specify  the  folder  where 
junk  mail  messages  should  appear  and  how  often  to 
delete  junk  mail.  In  other  programs,  you  can  set  a  level 
of  filtering  for  the  program  to  use  to  identify  spam. 


Do  Not  Respond  to  Spam 

Never  respond  to  spam,  even  to  an  address  within  the 
spam  that  claims  to  be  a  "removal"  address.  If  you  respond 
to  the  spam,  all  you  are  doing  is  proving  that  your  address 
is  legitimate. 

Similarly,  never  click  a  Web  site  link  that  appears  within  a 
spam.  At  best,  clicking  the  link  may  prove  that  your  address 
is  active.  At  worst,  the  link  may  take  you  to  a  site  that 
displays  objectionable  content  or  that  surreptitiously  installs 
spyware  on  your  computer. 


To  be  removed  trom  tins  mailing  list,  click  HERE 
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Use  Nicknames  in  Newsgroups 

Harvesting  e-mail  addresses  from  posts  on 
newsgroups  is  one  of  the  most  common 
methods  that  spammers  use  to  gather 
addresses.  Therefore,  never  use  your  actual 
e-mail  address  in  a  newsgroup;  instead,  use  a 
nickname.  Many  newsgroups  offer  private 
methods  of  communication  if  you  want  other 
newsgroup  users  to  be  able  to  e-mail  you. 


Thank  you  for  logging  in,  ejml23. 

Click  here  if  your  browser  does  not  automatically  redirect  you. 


_  .  - - - - - - - ' 

Email  Address 

blah@yadda.com  ( 

Use  a  Fake  E-mail  Address 

When  you  sign  up  for  something 
online,  use  a  fake  address  if  possible. 

If  you  must  use  your  real  address 
because  you  need  or  want  to  receive 
e-mail  from  the  company,  make  sure 
that  you  deselect  any  options  that  ask 
whether  you  want  to  receive 
promotional  offers. 

Use  an  Alternate  E-mail  Address 

Another  way  to  reduce  spam  is  to  supply  Web  sites  with  an  e-mail 
address  obtained  from  a  free  Web-based  account  (such  as  a 
Windows  Live  Hotmail  account  or  a  Google  Gmail  account),  so  that 
any  spam  that  you  receive  is  sent  there  instead  of  to  your  main 
address. 


IP 


Sign  in  with  your 

Goodie  Account 

Username:  | 

ex:  pat@example.com 

Password: 

Stay  signed  in 
Sign  in 


Cant  access  your  account? 


Guard  Against 
E-Mail  Viruses 


A  computer  can  contract  a  virus  that  has  the 
same  basic  effect  on  the  computer  that  a 
human  virus  has  on  a  person.  Computer  viruses 
are  not  germs,  like  their  human  counterparts. 
Computer  viruses  are  malicious  programs  that 
can  crash  your  computer  or  damage  your  files. 
Most  viruses  propagate  through  e-mail  in  the 


form  of  attachments.  When  you  open  the 
attachment,  the  virus  infects  your  computer. 
You  can  take  a  few  simple  precautions  to  avoid 
virus  infections. 

Large-scale  virus  outbreaks  occur  because  some 
viruses  surreptitiously  use  your  e-mail  program 
and  its  address  book  to  send  out  messages  with 
more  copies  of  the  virus  attached. 


Attachments  from  Strangers 

There  is  no  reason  why  a  stranger  should  send  you  an  attachment.  If 
you  receive  a  message  that  has  an  attachment,  and  you  do  not  know 
the  sender  of  the  message,  do  not  open  the  attachment.  Many  ISPs  want 
you  to  report  this  type  of  activity.  Think  of  this  as  a  neighborhood  watch 
situation:  When  you  do  not  recognize  someone,  you  do  not  communicate 
with  that  person;  instead,  you  call  the  police. 


Attachments  from  Friends 

If  a  friend  unexpectedly  sends  you  a  message  with 
an  attachment,  do  not  assume  that  the  attachment  is 
benign.  The  friend's  computer  may  be  infected  with 
a  virus  that  e-mails  copies  of  itself.  Send  a  message  to 
your  friend  to  confirm  that  he  or  she  actually  sent  the 
file.  It  is  always  better  to  be  safe  and  secure  and  check 
things  out  before  you  open  unexpected  attachments. 
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E-Mail  Program  Security 

Most  e-mail  programs  offer  some  security 
against  viruses.  For  example,  the  program 
may  offer  to  let  your  antivirus  program 
analyze  incoming  messages  to  prevent  viruses 
from  being  stored  on  your  computer.  Or,  the 
program  may  come  with  a  setting  you  can 
enable  to  prevent  other  programs  from 
sending  mail  using  your  account.  These 
options  thwart  those  viruses  that  try  to 
replicate  themselves  using  your  e-mail 
program. 


Options 

D 

ST 

la 

General 

Display 

Composition 

Security 

Junk 


E-mail  Scams 


Anti-Virus^PasswordT  Web  Content] 


Thunderbird  can  make  it  easy  for  anti-virus  software  to  an 
before  they  are  stored  locally, 


]:  Allow  anti-virus  clients  to  quarantine  individual  incorr 


Jj  Microsoft  Security  Essentials 


Computer  s 


Antivirus  Software 

Installing  a  good  antivirus  program 
on  your  system  is  important, 
particularly  a  program  that  checks  all 
incoming  messages  for  viruses.  Try 
Microsoft  Security  Essentials  (www 
.microsoft.com/security_essentials), 
AVG  (www.avg.com),  or  Eset  NOD32 
Antivirus  (www.eset.com). 


Read  in  Plain  Text 

The  HTML  message  format  uses  the  same  codes  that  create  Web 
pages.  Therefore,  just  as  some  Web  pages  are  unsafe,  so  are  some 
e-mail  messages.  Those  messages  contain  malicious  scripts  that  run 
automatically  when  you  open  or  even  just  preview  the  message. 

You  can  prevent  these  scripts  from  running  by  changing  your 
e-mail  program  settings  to  read  all  of  your  messages  in  the  plain 
text  format.  You  can  adjust  your  e-mail  settings  in  most  e-mail 
programs,  including  Windows  Mail,  Microsoft  Outlook,  and 
OS  X  Mail. 
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Many  of  the  most  common  computing  devices  come  in  wireless  versions, 
enabling  you  to  use  these  devices  without  connecting  them  to  your  computer 
using  cables.  For  example,  you  can  purchase  wireless  keyboards  and  mice  and 
wireless  printers  that  you  can  connect  to  your  computer  without  using  cables. 
With  the  appropriate 


wireless  equipment,  you 
can  also  network 
computers  and  access  the 
Internet  without  cables. 
And,  if  you  have  the  right 
multimedia  equipment, 
you  can  stream  media; 
for  example,  you  can 
listen  to  music  stored  on 
your  PC  through  your 
stereo  system's  speakers 
or  view  movies  stored  on 
your  computer  using  your 
television  set. 


Discover  Wireless  Computing 


Wireless  Computing  Devices  .  . 
Connect  to  a  Wireless  Network 


Wireless  Network  Security . 

Stream  Media  Throughout  Your  Home 
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Discover  Wireless 
Computing 

You  will  find  available  a  variety  of  wireless 
devices,  the  most  common  being  the  wireless 
keyboard  and  mouse.  In  addition  to  using 
wireless  devices,  you  can  set  up  a  wireless 
network  and  connect  to  the  Internet  wirelessly. 

advantages  and  disadvantages. 


Wireless  computing  allows  you  to  operate  your 
computer,  communicate  with  others,  and  access 
resources  such  as  a  network  and  the  Internet 
using  equipment  that  does  not  require  cables, 
phone  lines,  or  any  other  direct,  physical 
connection.  Wireless  computing  devices  transmit 
data  using  radio  signals,  and  they  have  both 


Wireless  Advantages 

The  main  advantage  of  wireless  computing  is 
the  lack  of  cables,  lines,  and  cords,  which  looks 
neater  and  makes  devices  easier  to  install. 
Wireless  computing  is  also  more  flexible.  For 
example,  a  wireless  keyboard  allows  you  to  type 
a  distance  away  from  the  computer;  a  notebook 
computer  with  a  wireless  network  connection  can 
usually  allow  you  access  to  the  network  from 
anywhere  in  the  same  building. 


Wireless  Disadvantages 

Wireless  devices  consume  a  great  deal  of  power, 
which  means  that  wireless  peripherals  require 
batteries,  and  wireless  notebooks  have  shorter 
battery  lives.  In  addition,  interference  from 
nearby  devices  can  sometimes  disrupt  wireless 
communications,  thus  making  them  inconsistent. 
Finally,  wireless  networks  are  inherently  less 
secure  than  wired  networks,  although  you  can 
take  precautions  to  enhance  security. 
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Radio  Signals 

Wireless  devices  transmit  data  and  communicate 
with  other  devices  using  radio  signals  beamed 
from  one  device  to  another.  Although  these  radio 
signals  are  similar  to  those  used  in  commercial 
radio  broadcasts,  they  operate  on  a  different 
frequency. 


Radio  T ransceiver 

A  radio  transceiver  is  a  device  that  can  act  as 
both  a  transmitter  and  a  receiver  of  radio 
signals.  All  wireless  devices  that  require  two-way 
communications  use  a  transceiver.  Devices  that 
require  only  one-way  communications  —  such  as 
a  wireless  keyboard  or  mouse  —  contain  only  a 
transmitter;  the  device  you  attach  to  your 
computer  is  a  receiver. 


Wireless  Peripherals 

You  can  operate  your  computer  using  wireless  peripherals. 
To  input  data,  you  can  use  a  wireless  (often  called 
cordless)  keyboard  or  mouse.  To  output  data,  you  can 
use  a  wireless  monitor  or  printer. 


continued 
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Wireless  Networking 

A  wireless  network  is  a  collection  of  two  or  more 
computers  that  communicate  with  each  other  using 
radio  signals.  In  an  ad  hoc  wireless  network,  the 
computers  connect  directly  to  each  other;  in  an 
infrastructure  wireless  network,  the  computers  connect 
to  each  other  through  a  common  device,  usually  called 
an  access  point.  Most  people  use  a  router  with  wireless 
capabilities  as  their  access  point. 


Wireless  Internet 

Many  wireless  access  point  devices  have  a  port  to 
which  you  can  connect  a  high-speed  modem.  This 
enables  the  access  point  to  establish  its  own  Internet 
connection,  and  nearby  wireless  computers  can  then 
use  the  Internet  through  the  access  point. 


Wireless  Hotspots 

A  wireless  hotspot  is  a  location  that  allows 
wireless  computers  to  use  the  location's  Internet 
connection.  You  can  find  hotspots  in  many 
airports,  hotels,  and  even  businesses  such  as  coffee 
shops,  restaurants,  and  dental  offices.  To  locate 
wireless  hotspots  both  free  and  pay,  try  using 
JiWire's  registry  of  hotspots  at  http://v4.jiwire.com. 
To  find  free  wireless  hotspots,  check  out  Wi-Fi 
FreeSpot  at  www.wififreespot.com. 


The  Wi-Fi-FreeSpot 
USA  State-by-State  li 
World  listed  further  d 

In  addition  to  the  main 
listing  pages. 

Companies  (like  Pan? 


with  multiple  location 


site's  location  search 


travelling. 
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Wireless  Technologies 

The  most  common  wireless  technology  is  Wi-Fi,  a  trademark 
of  the  nonprofit  Wi-Fi  Alliance.  Wi-Fi  is  based  on  IEEE  802. 1 1 
standards.  There  are  five  main  types  —  802.1 1,  802.1  la, 
802.1 1b,  802.1 1  g,  and  802.1  In  —  each  of  which  has  its 
own  range  and  speed  limits.  The  most  common  types  in  use 
are  802.1 1g  and  802.1  In.  Bluetooth  is  another  common 
wireless  technology;  using  it,  you  can  connect  individual 
devices  to  automatically  create  ad  hoc  networks.  Bluetooth  is 
not  commonly  used  in  computer  networks  but  rather  to  pair 
cell  phones  with  cars  for  hands-free  operation. 


Wireless  Ranges 

All  wireless  devices  have  a  maximum  range  beyond  which 
they  can  no  longer  communicate  with  other  devices. 
Peripherals  such  as  keyboards  have  a  range  typically  of  less 
than  30  feet.  A  typical  wireless  router  using  IEEE  802.1 1g 
might  have  a  range  of  120  feet  indoors  and  300  feet 
outdoors.  IEEE  802.1  In  can  have  a  range  of  more  than 
double  its  802.1 1g  counterpart.  The  frequency  band  that 
the  signal  uses  to  broadcast  also  affects  range,  with  Wi-Fi  in 
the  2.4  GHz  frequency  block  getting  a  little  better  range 
than  Wi-Fi  in  the  5  GHz  frequency  block. 


Wireless  Speeds 

Wireless  transmission  speed  —  which  is  usually  measured  in  megabits 
per  second,  or  Mbps  —  is  an  important  factor  to  consider  when  you  set 
up  a  wireless  network  or  a  wireless  Internet  connection.  Less  expensive 
wireless  networks  most  often  use  802.1 1b,  which  has  a  theoretical  top 
speed  of  1 1  Mbps.  The  802.1 1g  standard  has  a  theoretical  speed  limit 
of  54  Mbps.  The  802.1  In  standard  will  have  a  theoretical  speed  limit  of 
248  Mbps. 


Wireless  Computing 
Devices 


Wireless  computing  requires  devices  that  have 
wireless  capabilities.  Although  wireless 
capabilities  are  built  in  to  many  of  today's 
notebook  computers,  for  many  other  types  of 
wireless  computing,  you  need  to  purchase 
additional  wireless  devices  relevant  to  the  kinds 


of  wireless  computing  that  you  want  to  use. 
You  can  purchase  wireless  input  devices  and 
wireless  output  devices,  and,  in  some  cases, 
you  can  give  wireless  functionality  to  devices 
that  were  built  to  function  in  a  wired  network. 


Wireless  Input 

Outside  of  networking,  the  most  common  wireless  products 
today  are  input  devices,  particularly  the  keyboard  and 
mouse.  You  attach  a  USB  transceiver  to  your  computer,  and 
the  keyboard  and  mouse  can  operate  within  20  or  30  feet 
of  the  transceiver. 


Other  Wireless  Peripherals 

Another  common  wireless  device  is  a  wireless  print  server 
to  which  you  attach  a  regular  printer;  it  allows  all  of  the 
wired  and  wireless  computers  on  your  network  to  access 
the  printer.  Other  wireless  peripherals  include  monitors, 
webcams,  printers,  game  pads,  and  transmitters  that 
beam  digital  music  from  your  PC  to  your  stereo. 


Wireless  Handhelds 

Handheld  devices  often  have  either  Wi-Fi  or  Bluetooth  wireless 
capabilities  built  in.  This  enables  these  devices  to  take  advantage 
of  hotspots  so  that  you  can  check  e-mail,  surf  the  Web,  as  well  as 
synchronize  with  desktop  computers. 
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Internal  Network  Adaptor 

To  access  a  wireless  network,  your  computer  requires  a 
wireless  network  adapter.  You  can  open  your  computer 
case  and  insert  a  wireless  network  interface  card  (NIC) 
into  your  desktop  computer  so  that  it  can  connect 
wirelessly  to  your  network.  Older  internal  wireless  NICs 
used  antennas,  but  newer  internal  wireless  NICs  use  a  wire 
to  connect  to  a  wireless  signal  broadcasting  device  —  the 
white  box  in  this  image  —  that  broadcasts  a  signal  to 
your  wireless-capable  router  more  reliably  than  an 
antenna.  If  you  use  a  notebook  computer  without  built-in 
wireless  capabilities,  you  can  insert  a  PC  card,  which  truly 
uses  no  wires  because  the  broadcasting  function  is  built 
into  the  card. 


External  Network  Adaptor 

If  you  prefer,  you  can  use  an  external  wireless 
network  adaptor.  These  USB  NICs  are  easier  to 
install  on  a  desktop  computer  because  you  do  not 
need  to  open  the  computer  case;  instead,  you 
simply  plug  this  device  into  an  available  USB  port. 
And,  like  PC  cards,  they  are  truly  wireless  because 
the  signal  broadcaster  is  built  into  the  NIC. 


Wireless  Access  Point 

A  wireless  access  point  (AP)  is  a  device  that  receives  and 

transmits  signals  from  wireless  computers  to  form  a  . 

wireless  network.  Most  people  use  routers  as  their 
wireless  access  points.  Most  APs  also  accept  wired 
connections  so  that  you  can  connect  both  wired  and 
wireless  computers  to  a  network.  If  your  network  has 
a  broadband  modem,  you  can  connect  the  modem  to 
the  AP  to  enable  all  of  the  computers  on  the  network 
to  share  Internet  access. 


Connect  to  a 
Wireless  Network 


With  your  wireless  network  adapters  installed, 
you  are  ready  to  connect  to  establish  an 
Internet  connection  and  connect  to  your 
wireless  network  using  a  computer  on  the 
network.  Most  wireless  routers  do  all  the  setup 
work  for  you;  you  simply  need  to  plug  in  the 
router  and,  if  you  want  to  share  an  Internet 


connection  over  your  network,  connect  your 
modem  to  your  router.  When  you  connect  to  a 
wireless  network,  you  choose  from  a  list  of 
available  wireless  networks.  You  can  connect  to 
a  secure  network  or  to  an  available  hotspot  and 
you  can  disconnect  from  that  network.  You  also 
can  check  your  signal  strength. 


Establish  an  Internet  Connection 

Your  computer  can  connect  wirelessly  to  the  Internet  as  well 
as  to  your  local  network.  But  high-speed  modems  that  provide 
Internet  access  are  not  wireless  devices.  So,  besides  plugging 
the  modem  into  an  electrical  outlet,  you  need  one  cable  that 
connects  your  high-speed  modem  to  the  Internet  port  on  the 
back  of  your  wireless-capable  router;  the  Internet  port  might  be 
called  the  WAN  port  or  the  Uplink  port.  The  router  enables  your  computers  containing  wireless  NICs  to 
the  share  the  Internet  connection  provided  by  plugging  the  high  speed  modem  into  the  router. 


Set  Up  the  Wireless  Access  Point 

To  set  up  newer  wireless  access  points  —  typically,  a  router  like  the  Cisco 
Valet  —  you  plug  a  USB  drive  that  comes  with  the  router  into  the  first  computer 
you  want  to  connect  to  the  access  point,  and  the  router  software  takes  over, 
setting  up  the  device  and  prompting  you  to  enter  a  public  name  called  a  Service 
Set  Identifier  (or  SSID)  that  identifies  the  network  and  a  security  password  that 
each  wireless  device  uses  to  connect  to  the  network.  You  then  plug  the  USB 
drive  into  each  additional  wireless  device  that  will  connect  to  the  network  to  set 
up  those  devices.  Older  routers  use  a  setup  page  that  you  access  with  your  Web 
browser  (usually  at  either  http://192.168. 1.1  or  http://!  92. 168.0.1). 


Connect  to  a  Secure  Network 

If  the  network  that  you  want  to  use  is  unsecured  —  as  are  many  public  hotspots  — 
then  you  can  immediately  access  the  network.  However,  most  private  wireless 
networks  are  secured  against  unauthorized  access.  In  this  case,  the  network  asks 
you  to  enter  the  appropriate  security  information. 
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View  Available  Networks 

1  ^  PyreTerJ  foe  WinJi  1^6) 

After  you  initially  set  up  a  computer  for  wireless  networking,  or  if  you  take 

1  |j  Image  foi  Windows 

(  Holeped  ► 

your  portable  computer  to  a  public  place,  such  as  a  hotel,  airport,  or  coffee 

Microsoft  Office  Outlook  2007 

shop,  you  can  display  a  list  of  available  wireless  networks.  In  Windows  7,  click 

— j’  Getting  Suited  ► 

the  Start  button  (H/ and  then  click  Connect  To  ( 0  ).  Or,  you  can  right-click 

^£slj  Hyp«Sn-»p6  » 

the  Network  icon  (m)  in  the  Windows  taskbar. 
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Disconnect  from  a  Wireless  Network 

When  you  no  longer  need  a  wireless  network  connection,  or  if  you  want  to  try  a 
different  available  network,  you  should  disconnect  from  the  current  network. 
Display  the  list  of  available  wireless  networks,  click  the  network  to  which  you  are 
connected,  and  then  click  Disconnect  (#  ). 


Reconnect  to  a  Wireless  Network 

If  you  lose  your  wireless  network  connection  or  you  disconnected  from  a  wireless 
network  that  you  want  to  use  again,  you  must  reconnect.  You  can  right-click  the 
Network  icon  (0)  to  display  the  list  of  available  wireless  networks  and  then  connect  to 
the  one  that  you  want. 


View  Signal  Strength 

You  can  check  the  signal  strength  of  your  wireless  connection.  In  Windows  7,  click  the 
Network  icon  ( #  )  in  the  Windows  taskbar  to  display  the  list  of  available  networks. 
Position  ^  over  any  network;  a  tip  appears,  showing  the  signal  strength  of  your 
connection. 
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Wireless  Network 
Security 


Wireless  network  security  involves  implementing 
a  few  basic  measures  that  prevent  unauthorized 
users  from  accessing  your  network.  Because 
wireless  networks  operate  using  radio  signals 
that  are  broadcast  in  all  directions,  security 


becomes  very  important  on  your  wireless 
network.  To  secure  your  network,  you  can  use 
a  wireless  security  that  encrypts  data  so  that 
only  authorized  users  can  read  it. 


Radio  Signals 

Wireless  networks  are  inherently  less  secure  than  wired  networks  because 
radio  signals  are  broadcast  in  all  directions,  including  outside  of  your  home 
or  office.  This  enables  a  person  within  range  to  pick  up  those  signals  and 
access  your  network. 


Wardriving 

Wardriving  is  an  activity  where  a  person  drives  through  various 
neighborhoods  with  a  portable  computer  or  set  up  to  look  for 
available  wireless  networks.  If  the  person  finds  an  unsecured 
network,  he  can  use  it  for  free  Internet  access  or  to  cause  mischief 
on  the  unsecured  network  with  shared  resources  on  that  network. 
Be  sure  to  secure  your  wireless  network. 


Open  the  Access  Point  Setup  Page 

On  older  routers,  you  might  need  to  use  the  router's  setup  page 
to  change  security  settings.  On  a  computer  connected  to  the 
access  point,  start  your  Web  browser,  type  the  access  point 
address  (usually  either  http://192.168.!  .1  or  http://1 92.1 68.0.1) 


and  press  ES3-  Type  the  username  and  password  (the  default 
username  and  password  are  supplied  by  the  access  pointer 
manufacturer).  The  access  point's  setup  page  appears. 


B«ic  Setup  -  MoiPU  Flrefo* 
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Enable  WPA 

Wi-Fi  Protected  Access  (or  WPA)  is  a  wireless  security  feature  that  encrypts 
wireless  network  data  so  that  unauthorized  users  cannot  read  it.  Newer 
routers,  like  the  Cisco  Valet,  enable  security  automatically  during  setup. 
On  older  routers,  you  must  enable  WPA  using  the  device's  setup 
program.  Note  that  this  setting  may  be  called  WPA  Personal  or  WPA2 
Personal. 


Enter  a  Passkey 

To  decrypt  the  data  on  a  WPA-secured  wireless  network  and  connect  to  the 
network,  users  must  enter  a  security  key  called  a  passkey,  which  is  a  series  of 
characters  that  identifies  the  person  as  an  authorized  user.  Newer  routers  prompt 
you  to  establish  the  passkey  during  setup  and  store  the  information  on  their  USB 
drive;  on  older  routers,  you  can  use  your  router  setup  program  to  establish  the 
WPA  passkey  you  want  to  use.  The  next  time  you  access  your  network,  you  must 
type  the  passkey.  After  the  first  time  you  connect  to  the  network,  Windows  7 
remembers  your  passkey  and  does  not  prompt  you  for  it. 


Disable  Broadcasting 

Your  operating  system  remembers  the  wireless  networks  to  which  you  have 
successfully  connected.  Therefore,  when  all  of  your  computers  have  accessed  the 
wireless  network  at  least  once,  you  no  longer  need  to  broadcast  the  network's 
Service  Set  Identifier  (SSID).  As  a  result,  you  should  use  your  router  setup 
program  to  disable  broadcasting  and  to  prevent  others  from  seeing  your  network. 
Newer  routers  prompt  you  to  change  the  default  SSID  during  setup;  on  older 
routers,  change  the  name  using  the  router's  setup  page. 


^  (  http://192.168.1.1/index.asp _ _ _ 

Jamey  Chaie  Tel3Advantage.com  \  Cox  Phone  GMAC  Mortgage  %/  Sirius  C  MS  KB  ^  Drj. 


Change  Access  Point  Password 

Any  person  within  range  of  your  wireless  access  point  can 
open  the  device's  setup  page  by  entering  http://1 92. 168.1 .1 
or  http://192.168.0-1  into  a  Web  browser.  The  person  must 
log  on  with  a  username  and  password,  but  the  default  logon 
values  (usually  admin)  are  common  knowledge  among 
wardrivers.  To  prevent  access  to  the  setup  program,  be  sure 
to  change  the  AP's  default  username  and  password. 


Stream  Media  Throughout 
Your  Home 


With  the  right  equipment,  you  can  use  your 
wireless  network  to  send  media  —  or  stream 
media  from  your  computer  and  play  that  media 
on  other  devices  in  your  house,  such  as  your  TV 
or  your  stereo  system. 

To  stream  media,  you  connect  to  your  network 
all  devices  that  will  use  the  media.  You  can  use 


either  a  wired  or  wireless  connection,  but 
wireless  connections  are  more  often  available 
on  certain  media-related  equipment.  Once  all 
your  devices  are  part  of  the  network,  you  can 
use  Windows  Media  Player  to  send  media  from 
any  connected  device  to  any  connected  device. 


Setting  Up  the  Hardware 

To  stream  media,  your  computer(s)  should 
have  any  edition  of  Windows  7  installed,  and 
you  need  to  set  up  a  Home  network  and 
create  a  homegroup.  Make  sure  that  all  your 
computers  join  the  homegroup.  Connect  your 
media  devices  —  ones  that  will  send  media  to 
another  device  and  ones  that  will  receive  media  from  another  device  —  to  the  network  using  either  an 
Ethernet  cable  or  a  wireless  connection. 


HomeGroup 

Browse  av«i<*ble  libraries  shared  by  other  members  of  your  homegroup. 


I 


Elaine  (AMD-740-5000) 


l 


Elaine  Marmel  (AMD-740-4600) 


Components  and  Streaming 

Any  computer  running  any  edition  of  Windows  7  can 
stream  media.  Many  newer  televisions,  stereo  receivers, 
DVD  players,  DVRs,  mobile  phones,  music  devices  like  the 
iPod,  and  printers  come  with  built-in  wireless  connections 
or  Ethernet  jacks.  If  you  connect  them  to  your  network, 
you  can  stream  media  between  all  of  these  devices. 


Digital  Media  Adapter 

If  your  components  do  not  have  built-in  wireless  connections 
or  Ethernet  jacks,  you  can  purchase  a  digital  media  adapter  — 
a  stand-alone  device  also  called  a  digital  media  receiver. 

The  digital  media  adapter  enables  you  to  connect  your 
components  to  your  network.  To  find  playback  devices  that 
work  together,  visit  the  Digital  Living  Network  Alliance  Web 
site  (www.dlna.org). 


DLNA  Certified  Products 

You'll  find  the  DLNA  Certified  logo  on  all  kinds  of  digital  devices  for  youi 
mobile  phones,  you  name  it  But  they  aren't  the  same  TVs,  PCs  and  m 


Built  to  DLNA  certification  standards,  this  new  generation  of  devices  off 
these  products  to  play  not  one  but  multiple  roles  in  your  digital  network 

DLNA  Certified  devices  are  certified  in  a  number  of  different  Dl  NA  Devi 
DLNA  Device  Class  certification  that  allows  the  product  to  do  more  thin 
some  cases  To  find  and  upload  content  in  others  Here's  a  rundown  of 
already  be  familiar  with  See  what  each  device  can  do  if  they  are  also  a 
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Digital  Media  Player 

To  stream  media,  you  need  a  software  program  called  a 
digital  media  player.  In  Windows  7,  the  Windows  Media 
Player  and  Windows  Media  Center  programs  act  as 
digital  media  players. 


0  Windows  Media  Player 


>  Library  ► 
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Initiate  Streaming 

Use  the  digital  media  player  that  contains  the  content 
to  stream  media.  In  Windows  Media  Player  Library  mode, 
click  the  Stream  menu  ( 0  )  and  click  Turn  on  media 
streaming  with  HomeGroup  to  share  your  media  library 
on  the  network.  If  you  are  using  Windows  Media  Center, 
the  content  is  automatically  streamed. 


Play  the  Media 

In  Windows  Media  Center,  create  a  playlist  of  the  media  stream  you  want  to 
watch  or  hear.  Click  the  Play  to  menu  button  (  0  )  to  choose  the  device  on 
your  network  you  want  to  use.  For  example,  to  stream  music  to  your  stereo, 
create  a  playlist  of  music  and  then  click  the  Play  to  button  and  select  your 
stereo. 
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Performing 

Computer 

Maintenance 


You  need  to  perform  some 
routine  maintenance  chores  to 
help  keep  your  system  running 
smoothly,  reduce  the  risk  of 
computer  problems,  and 
maintain  top  performance. 
These  chores  are  not  difficult  to 
perform  and  include  updating 
the  operating  system,  checking 
for  hard  drive  free  space  and 
errors,  defragmenting  the  files 
on  your  hard  drive,  and 
backing  up  your  files. 
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Update  Your  Operating  System. . .250 
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Check  Your  Hard  Drive  for  Errors . 254 

Defragment  Your  Hard  Drive . 256 

Clean  Up  Your  Hard  Drive . . . .  .  258 

Back  Up  Your  Files  . . . . 260 

Restore  a  Backup . 264 


Update  Your 
Operating  System 


To  update  your  operating  system,  you  need 
to  download  and  install  the  latest  components 
and  programs.  These  updates  fix  problems  and 
resolve  security  issues.  You  can  reduce  computer 
problems  and  maximize  online  safety  by 
updating  your  operating  system  regularly. 

By  default,  Windows  downloads  and  installs 
updates  every  day  at  3  AM  or  the  next  time 


you  turn  on  your  computer  after  3  AM.  Also  by 
default,  Windows  checks  for  important  updates, 
allows  all  user  accounts  on  the  computer  to 
install  updates,  checks  for  updates  to  other 
Microsoft  packages  besides  Windows,  and 
notifies  you  when  new  Microsoft  software  is 
available. 


Update  Your  Operating  System 


Check  Update  Settings 

o  Click  the  Start  button  (H). 

Q  Click  Control  Panel. 

The  Control  Panel  window 
appears. 

Q  Click  System  and  Security. 


The  System  and  Security 
window  appears. 

0  Click  Turn  automatic 
updating  on  or  off. 
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Adjust  your  computer's  settings 
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Appearance  and 
Personalization 

Change  the  theme 
Change  desktop  background 
Adjust  screen  resolution 

Clock.  Language,  and 
Region 

Change  keyboards  or  other  input 
methods 

Ease  of  Access 

let  Windows  suggest  settings 
Optimue  visual  display 
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"  "  System 


and  Security  ►  Windows  Update  ►  Change  settings 


Search  Control  Pond 


Choose  how  Windows  can  install  updates 

When  your  computer  is  online,  Windows  can  automatically  check  for  important  updates  and  install  them 
using  these  settings.  When  new  updates  are  available,  you  can  also  install  them  before  shutting  down  the 
computer. 

How  does  automatic  updating  help  me? 


Important  updates 

^  [install  updates  automatically  (recommended) 


Install  new  updates:  I  Every  day 


at  (3:00AM  *J 


Recommended  updates 

@  Give  me  recommended  updates  the  same  way  I  receive  important  updates 
Who  can  install  updates 

HQ  Allow  all  users  to  install  updates  on  this  computer 
Microsoft  Update 

@  Give  me  updates  for  Microsoft  products  and  check  for  new  optional  Microsoft  software  when  I 
update  Windows 

Software  notifications - 

HQ  Show  me  detailed  notifications  when  new  Microsoft  software  is  available 

Note:  Windows  Update  might  update  itself  automatically  first  when  checking  for  other  updates.  Read  our 

privacy  statement  online. 


SSCMM 


►  Control  Panel  ►  System  and  Security  ►  Windows  Update  ▼  j  .  !  ! 


Search  Control  Pond 


Control  Panel  Home 

Check  for  updates 
Change  settings 
View  update  history 
Restore  hidden  updates 

Updates:  frequently  asked 
questions 


Windows  Update 


K 


Download  and  install  your  selected  updates 

1  important  update  is  available  1  important  update  selected,  28.8  MB 

2  optional  updates  are  available 


Install  updatt 


Most  recent  check  for  updates:  T oday  at  7:53  AM 

Updates  were  installed:  Yesterday  at  7:18  AM.  View  update  history 

You  receive  updates:  For  Windows  and  other  products  from  Microsoft  Update 


The  Windows  Update  Change 
Settings  window  appears. 

©  Click  here  to  specify  how 
Windows  handles  updates. 

©  Use  these  options  to  change 
the  updates  Windows  7 
downloads  and  who  can  install 
updates  (HI  changes  to  ). 

©Click  OK. 


Manually  Update  Windows  7 

©  Repeat  Steps  1  to  3. 

©  In  the  System  and  Security 
window,  click  Check  for 
updates. 

The  Windows  Update  window 
appears. 

©  Click  here  to  review  and  select 
important  updates;  to  select  an 
update,  click  □  beside  it;  □ 
changes  to  M  and  dick  OK. 


See  also 

Installed  Updates 
At,  Windows  Anytime  Upgrade 


©  Repeat  Steps  3  and  4  for 
optional  updates. 

©  Click  Install  updates. 


Windows  7  downloads  and 
installs  the  selected  updates. 


What  are  "important  updates"? 

Important  updates  include  security  updates, 
critical  updates,  and  service  packs.  Security 
updates  fix  security  breaches  that  might 
enable  someone  to  infiltrate  your  system  or 
infect  it  with  a  virus.  Critical  updates  fix 
glitches  that  cause  the  system  to  behave 
erratically  or  crash.  Service  packs  are  an 
accumulation  of  updates. 


What  are  "recommended  updates"  and 
"optional  updates"? 

Recommended  updates  generally  improve 
your  computing  experience,  but  they  do  not 
fix  anything  fundamental.  Optional  updates 
are  typically  updated  drivers  and  new 
software  available  from  Microsoft;  if  your 
computer  is  working  properly,  you  can 
usually  skip  optional  updates. 


Determine  Hard 
Drive  Free  Space 


You  can  check  the  amount  of  free  space 
available  on  your  hard  drive.  The  amount  of 
available  free  space  on  a  drive  —  particularly 
the  drive  on  which  Windows  7  is  installed  — 
directly  affects  how  well  Windows  7  runs.  If  the 
drive's  free  space  becomes  insufficient  —  say, 
less  than  20  percent  of  the  total  space  on  the 


drive  —  then  Windows  7  may  begin  to  run 
slowly  and  behave  erratically.  You  might  see 
your  computer  begin  to  freeze  on  a  regular 
basis  and  not  permit  you  to  take  any  action 
other  than  to  push  the  power  button  to  shut 
off  the  computer. 


Determine  Hard  Drive  Free  Space 


Q  Click  the  Start  button  (H). 
Q  Click  Computer. 


Note:  If  Computer  does  not 
appear  on  the  Start  menu,  dick 
anywhere  to  close  the  Start  menu 
and  press  O  +  G. 


The  Computer  window 
appears. 

Q  Click  the  View  button  □. 
0  Click  Tiles. 


Performing  Computer  Maintenance 


CHAPTER 

13 


y  ,  j'%  ►  Computer  ► 
Organize  »  System  properties 

Favorites 
E*  Desktop 
\.jfr  Downloads 
‘Hi  Recent  Places 

a  Libraries 
Q)  Documents 
^  Music 
§y  Pictures 
§|  Videos 

Homegroup 

&  Elaine  (AMD-740-5000) 

3<P  Computer 
%  Local  Disk  (C:) 
lb  GENERIC  (E:) 
ca  ARCDISK.20  (F:) 


Uninstall  or  change  a  program  Map  network  drive 


^  *7  I  I  Scs  ■ 

Open  Control  Panel  1  M. 


P 

a  # 


1  Hard  Disk  Drives  (2) 

Local  Disk  (C:) 


ARCDISK.20  (F:) 


:A. 


AMD- 7  40- 4600 


Workgroup:  WORKGROUP 


%  AMD-740  A64  X2  4600^  2.40  GHz  Processor:  AMD  Athlon(tm)  64  X2  ... 


Memory:  2.93  GB 


►  Computer  ► 

Organize  ■»  System  properties  Uninstall  or  change  a  program  Map  network  drive  Open  Control  Panel 

^  Favorites 
Sat  Desktop 
ijV  Downloads 
Mi  Recent  Places 


ig§  Libraries 
Q  Documents 
^  Music 
B  Pictures 
S  Videos 

Homegroup 

%  Elaine  (AMD-740-5000) 

Computer 
Local  Disk  (C:) 
lb  GENERIC  (E:) 
ARCDISK.20  (F:) 


ARCDISK.20  (F:) 

4  97  GBfree  of  18.6  GB 


'  Devices  with  Removable  Storage  (2) 


DVD  RW  Drive  (D:) 


GENERIC  (E:) 


li.2  MB  free  of  123  MB 


t>  Network  Location  (1) 


AMD-740-4600 


J 


Workgroup:  WORKGROUP 


Memory:  2.93  GB 


AMD-740  A64  X2  4600  ^  2.40  GHz  Processor.  AMD  Athlon(tm)  64  X2  ... 


Information  about  each  drive 
appears. 

#  This  value  identifies  the 
amount  of  free  space  on  the 
drive. 

#  This  value  identifies  the  size  of 
the  drive. 


#  This  bar  provides  a  visual 
indication  of  how  much  of  the 
drive  contains  information. 

#  The  portion  of  the  bar 
representing  information  on 
the  drive  appears  blue  when 
the  drive  contains  sufficient 
free  space  to  add  more  data. 

0  When  a  drive  is  close  to  full, 
the  bar  representing 
information  appears  red. 

0  Click  SSI  to  close  the 
Computer  window. 


What  can  I  do  if  I  find  that  space  is  getting  low  on  a  drive? 

You  can  take  any  of  three  actions: 


•  Delete  or  move  files  to  a  different  drive.  Media  files,  such  as  images,  music, 
and  videos  take  up  a  lot  of  space.  See  Chapter  5  for  details  on  moving  or 
deleting  files. 

•  Delete  programs  you  no  longer  use.  To  uninstall  a  program,  see  Chapter  7. 

•  Use  the  Windows  Disk  Cleanup  program  to  let  Windows  7  delete  files  it  no 
longer  uses.  See  "Clean  Up  Your  Hard  Drive"  later  in  this  chapter. 


Check  Your  Hard 
Drive  for  Errors 


Hard  drive  errors  can  cause  files  to  become 
corrupted,  which  may  prevent  you  from 
running  a  program  or  opening  a  document. 
Using  an  account  with  Administrator 
credentials,  you  can  use  the  Windows  7 
program  Check  Disk  to  look  for  and  fix  hard 
drive  errors. 


You  should  perform  the  hard  drive  check  about 
once  a  week.  Perform  Windows  7's  more 
thorough  bad-sector  check  once  a  month.  Keep 
in  mind  that  the  bad-sector  check  can  take 
several  hours,  depending  on  the  size  of  the 
drive  and  the  frequency  with  which  you 
perform  this  check. 


Check  Your  Hard  Drive  for  Errors 

Q  In  the  Computer  window,  click 
the  hard  drive  you  want  to 
check. 

Note:  See  the  section 
"Determine  Hard  Drive  Free 
Space"  to  open  the  Computer 
window. 

Q  Click  Properties. 


The  hard  drive's  Properties 
dialog  box  appears. 

Q  Click  Tools. 

Q  Click  Check  now. 
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Local  Disk  |C:J  Properties 

CIO 

Security  |  Previous  Versions 

Quota 

General 


Tools 


Hardware 


Sharing 


Error-checking 

This  option  will  check  the  drive  for  errors. 


1  Check  now... 


Defragmentation 


Microsoft  Windows  b 

Windows  can't  check  the  disk  while  it's  in  use 

Do  you  want  to  check  for  hard  disk  errors  the  next  time  you 
start  your  computer? 


Schedule  disk  check 


£ 


Cancel 


# 


Cancel 


Apply 


The  Check  Disk  dialog  box 
appears. 

@  If  you  want  Windows  not  to 
fix  errors  it  finds,  click  here 
(HI  changes  to  !). 

0  If  you  want  Windows  to  look 
for  bad  sectors  and  attempt 
to  recover  them,  click  here 
(E3  changes  to  @). 

0  Click  Start. 

If  you  are  checking  the  drive  on 
which  Windows  7  is  installed,  a 
message  appears,  asking  if  you 
want  the  disk  checked  the  next 
time  you  start  your  computer. 

0  Click  Schedule  disk  check. 

The  message  disappears. 
©Click  OK. 

The  next  time  you  start  your 
computer,  Windows  runs  the 
Check  Disk  program  and  checks 
the  hard  drive  you  selected  in 
Step  1  for  errors. 

Note:  If  you  did  not  opt  to 
automatically  fix  file  system  errors 
and  Check  Disk  finds  errors,  follow 
the  on-screen  instructions. 


What  is  a  bad  sector? 

Your  hard  drive  is  divided  into  small  areas  called 
sectors.  To  avoid  wasting  hard  drive  space,  Windows 
divides  files  that  do  not  fit  in  a  single  sector  and 
stores  the  parts  of  the  files  in  noncontiguous  sectors. 
A  bad  sector  is  one  that  —  through  physical  damage 
or  some  other  cause  —  the  operating  system  can  no 
longer  be  used  to  reliably  store  data. 


What  is  a  file  system 
error? 

A  file  system  error 
occurs  when  the 
operating  system  loses 
track  of  part  of  a  file  or 
mixes  up  the  parts  of 
two  or  more  files. 


Defragment  Your 
Hard  Drive 


When  you  defragment  your  hard  drive,  you 
reorganize  it  to  combine  the  various  pieces  that 
comprise  each  file  on  the  drive.  Defragging 
makes  your  operating  system  and  your 
programs  run  faster,  and  also  makes  your 
documents  open  more  quickly.  Using  an 
account  with  Administrator  credentials,  you  can 


use  the  Windows  7  Disk  Defragmenter  tool  to 
defragment  your  hard  drive. 

You  can  schedule  defragmentation  so  that  you 
do  not  need  to  remember  to  do  it.  If  your 
computer  is  not  turned  on  at  the  scheduled 
time,  Windows  7  defragments  the  drive  the 
next  time  you  turn  on  your  computer. 


Defragment  Your  Hard  Drive 

©  Click  the  Start  button  (H). 

©  Click  All  Programs. 

©  Click  Accessories. 

©  Click  System  Tools. 

©  Click  Disk  Defragmenter. 


The  Disk  Defragmenter 
window  appears. 

©  Click  Configure  schedule. 


Knycle  B»i 


Dm*  Defragaientef 


(sT  c-1  S3 


£  Dnl  Defragmenter  comobdatei  fragmented  Wet  on  your  computer  i  hard  dill  to  improve  jyjtem 
performance  TtH  more  about  Dnl  Defragmenter 


Schedule 

Schedided  defray  Mentation  »  turned  on 
Run  at  Id#  AM  every  Wednesday 
Med  scheduled  run  «7  2t  2#l*  IM  AM 
Current  Uatvn 


$  Configure  schedule. 


-O 


D nl 

Li  ci 


Lart  Run 

•7  21  2#  l#  Id  17  AM  (•%  fragmented) 


Progrett 


Only  dnl  \  that  can  be  defragmented  are  ihovm 

To  bett  determme  4  your  dnl \  need  defragmenting  right  now  you  need  to  fir  it  analyze  your  dull 


bf^fu  dni  0  li^ugm.nl  diit 
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Disk  Defragmenter:  Modify  Schedule 

Disk  defragmenter  schedule  configuration: 

®  Run  on  a  schedule  (recommended) 

Frequency: 


Day: 

Time: 

Disks: 


(ft 

Ok 


Weekly 

Wednesday 

▼ 

13.00  AM 

i  ▼ 

Select  disks... 

Cancel 


The  Disk  Defragmenter: 
Modify  Schedule  dialog  box 
appears. 

0  Click  Run  on  a  schedule 
(recommended)  (U  changes 
to  HI). 

0  Click  the  Frequency  0  and 
select  how  often  you  want  to 
defragment  the  drive  (Daily, 
Weekly,  or  Monthly). 


tjj  Disk  Defragmenter  LaJ  ® 

*  Disk  Defragmenter  consolidates  fragmented  files  on  your  computer's  hard  disk  to  improve  system 
1^^  performance.  Tell  me  more  about  Disk  Defragmenter. 

Schedule: 


Scheduled  defragmentation  is  turned  on 

Run  at  3:00  AM  every  Wednesday 
Next  scheduled  run:  07/28/2010  3:00  AM 
Current  status: 


H?  Configure  schedule... 


Disk 

Last  Run 

Progress 

fc(C:) 

97/21/2010  10:17  AM  (0%  fragmented) 

Only  disks  that  can  be  defragmented  are  shown. 

To  best  determine  if  your  disks  need  defragmenting  right  now,  you  need  to  first  analyze  your  disl 


9 


8§!  Analyze  disk 

^/Defragment  disk  j 

Close 

0  Click  the  Day  □  and  select  the 
day  on  which  to  defragment 
the  drive. 

0  Click  the  Time  □  to  select  the 
time  to  run  Disk  Defragmenter 

0  Click  OK. 

#  The  schedule  you  set  appears 
here. 

0  If  you  want  to  defragment  the 
drive  immediately,  click 

Defragment  disk. 

©  Click  Close. 


0  Open  the  Disk  Defragmenter  window  by  completing  Steps  1  to  5. 

0  The  last  time  you  defragmented  a  drive  appears 
here,  along  with  the  amount  of 
defragmentation. 


Last  Run 

07/21/2010  10:17  AM  (0%  fragmented) 
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Clean  Up  Your 
Hard  Drive 


You  can  clean  up  your  hard  drive  and  free  up 
space  by  deleting  files  that  your  system  no 
longer  needs.  If  you  run  out  of  room  on  your 
hard  drive,  you  cannot  install  more  programs  or 
create  more  documents.  You  can  use  the 
Windows  7  Disk  Cleanup  tool  to  clean  up  your 
hard  drive  and  help  to  ensure  that  your  system 


runs  efficiently.  The  Disk  Cleanup  tool  helps  you 
remove  downloaded  program  files,  temporary 
Internet  files,  files  in  the  Recycle  Bin, 
temporary  Windows  files,  and  more. 

Run  the  Disk  Cleanup  tool  every  two  or  three 
months  or  any  time  that  your  hard  disk  space 
gets  low. 


Clean  Up  Your  Hard  Drive 


o  Click  the  Start  button  (H). 
0  Click  All  Programs. 

Q  Click  Accessories. 

Q  Click  System  Tools. 

Q  Click  Disk  Cleanup. 


The  Disk  Cleanup  tool 
calculates  the  amount  of  space 
you  will  be  able  to  free. 

Note:  If  your  computer  has 
more  than  one  drive,  the  Drive 
Select  dialog  box  appears;  select 
the  drive  you  want  to  clean  up. 


CkrUta*  < 


£  Im  «f 


M  <imm  n 


At** 


•O 
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^  Disk  Cleanup  for  (C:) 


— 


Disk  Cleanup  j  More  Options! 


t 


You  can  use  Disk  Cleanup  to  free  up  to  1 .08  GB  of  disk 
space  on  (C:). 

Files  to  delete: 


IE2I  J  D  ownloaded  Program  Fites 

10.7  MB  Q 

S3  Temporary  Internet  Files 

577  KB  i  =  h 

I _ 1  [IiJ  Offline  Webpages 

1.12  KB 

G90a  Office  Setup  Fites 

0  bytes 

D  Recycle  Bin 

0  bytes  ^  ! 

T  otal  amount  of  disk  space  you  gain: 

14.3  MB-" 

Description 

Downloaded  Program  Files  are  ActiveX  controls  and  Java  applets 
downloaded  automatically  from  the  Internet  when  you  view  certain 
pages.  They  are  temporarily  stored  in  the  Downloaded  Program 
Files  folder  on  your  hard  disk. 


View  Files 


How  does  Disk  Cleanup  work? 


©c 


OK 


Cancel 


Disk  Cleanup 


— 


Are  you  sure  you  want  to  permanently  delete 
these  files? 


Delete  Files  ij  Cancel 
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After  calculating  the  space  you 
can  recover,  the  Disk  Cleanup 
dialog  box  appears. 

#  This  area  identifies  the  total 
amount  of  space  you  can 
recover  by  selecting  all  file 
types  listed  in  the  Files  to 
delete  section. 

©  Click  each  type  of  file  you 
want  to  delete  (□  changes 
to  HI). 

#  This  area  identifies  the  amount 
of  disk  space  you  will  recover 
based  on  the  files  you  have 
selected  to  delete. 

©Click  OK. 

The  Disk  Cleanup  tool  displays 
a  message,  asking  you  to 
confirm  that  you  want  to 
delete  the  selected  files. 

©  Click  Delete  Files. 


The  Disk  Cleanup  tool  deletes 
the  files  you  selected. 


What  are  the  types  of  unnecessan 

^  files  the  Disk  Cleanup  tool  removes? 

Files 

Description 

Downloaded  Program  Files 

Small  Web  page  programs  downloaded  onto  your  hard  drive 

Temporary  Internet  Files 

Web  page  copies  stored  on  your  hard  drive  for  faster  viewing 

Offline  Web  Pages 

Web  page  copies  stored  on  your  hard  drive  for  offline  viewing 

Recycle  Bin 

Files  that  you  have  deleted  recently 

Setup  Log  Files 

Installation  files  created  by  Windows 

Temporary  Files 

Files  used  by  programs  to  store  temporary  data 

Thumbnails 

Small  versions  of  picture,  video,  and  document  files  for  display 
within  folders 

Offline  Files 

Local  copies  of  network  files 

Per  User  Archived  Windows  Error  Reporting 

Files  created  for  reporting  errors  and  checking  for  solutions 

System  Archived  Windows  Error  Reporting 

System-created  files  for  reporting  errors  and  checking  for  solutions 

& 


Back  Up 
Your  Files 


Windows  7  comes  with  a  built-in  backup 
program  that  you  can  use  to  back  up  your 
computer.  You  can  back  up  your  important  files 
or  create  an  image  of  your  hard  drive. 

Because  your  hard  drive  is  mechanical,  it  can 
fail.  You  back  up  so  that  you  can  recover  from 
such  a  failure.  To  avoid  losing  both  your  data 


and  your  backups,  you  should  store  backups  of 
your  internal  hard  drive  on  an  external  hard 
drive,  DVDs,  or  another  computer  on  your 
network.  The  first  time  you  back  up,  you 
establish  a  backup  schedule;  after  that, 
Windows  automatically  backs  up  using  that 
schedule. 


Back  Up  Your  Files  _ 

o  Click  the  Start  button  (H). 

0  Click  All  Programs. 

0  Click  Maintenance. 

0  Click  Backup  and  Restore. 

The  Backup  and  Restore 
window  appears. 

Note:  Be  sure  to  connect  an 
external  drive  if  you  intend  to 
back  up  to  one. 

0  Click  Set  up  backup. 


The  Set  Up  Backup  dialog  box 
appears. 

0  Click  the  drive  where  you  want 
to  store  the  backup. 

0  Click  Next. 


EB 


Select  where  you  want  to  save  your  backup 

We  iKornmnd  tha*  you  vave  your  backup  on  an  external  hard  drive  ndelin«?s  for  choosing  a  backup 

depuration 


Save  feaciup  on 
Backup  Destwvmon 
,  kj0Vt)IWCHr.«(O) 


Free  Space  Total  See 


116.19  GB  149.01  GB 


ftehnh 


^  Other  people  m*9ht  be  able  to  acce»»  your  backup  on  thu  location  type  -  •  V- 


tieort  _J  Cancel  J 
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Eaa 

Set  up  backup 


What  do  you  want  to  back  up? 


®  Let  Windows  choose  (recommended) 


A  Win 

0 


Windows  will  back  up  data  files  saved  in  libraries,  on  the  desktop,  and  in  default  Windows  folders, 
items  will  be  backed  up  on  a  regular  schedule.  Now  dges  Windows  choose  vvli,iF'fii'e^to  i)n':ij 


0  Let  me  choose 

You  can  select  libraries  and  folders  and  whether  to  include  a  system  image  in  the  backup, 
The  items  you  choose  will  be  backed  up  on  a  regular  schedule. 


SHI 

Set  up  backup 

Review  your  backup  settings 
Backup  Location:  LACIE  (E:) 


Backup  Summary: 


Items 

Included  in  backup 

is*.  All  users 

Default  Windows  folders  and  lo... 

Schedule: 
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The  What  Do  You  Want  To 
Back  Up?  dialog  box  appears. 

0  Click  Let  Windows  choose 
(recommended)  (©  changes 
to  ®). 

Note:  Using  this  option, 
Windows  backs  up  data  files  in 
libraries,  on  the  desktop,  and  in 
the  AppData,  Contacts,  Desktop, 
Downloads,  Favorites,  Links, 
Saved  Games,  and  Searches 
folders  for  all  user  accounts. 

0  Click  Next. 

The  Review  Your  Backup 
Settings  dialog  box  appears. 

#  By  default,  Windows  schedules 
a  weekly  backup. 

#  You  can  click  here  to  change 
the  schedule. 

0  Click  Save  settings  and  run 
backup. 


Save  settings  and  run  backup  |  [  Cancel  j 


An  image  is  an  exact  copy  of  everything 
on  your  hard  drive.  The  image  duplicates 
your  hard  drive  information  on  a  sector- 
by-sector  basis.  You  cannot  use  a  backup 
of  important  files  to  restore  an  installed 
program,  but  you  can  use  an  image. 


How  do  I  create  an  image? 

To  create  an  image,  complete  Steps  1  to  4 
and  then  click  Create  a  system  image  in 

the  left  pane  of  the  Backup  and  Restore 
window.  Follow  the  prompts  on-screen. 
Note  that  you  must  store  an  image  on  a 
DVD  or  on  an  external  drive. 


continued 


Back  Up  Your 

Files  (continued) 


When  you  back  up  important  files,  Windows 
Backup  selects  files  stored  locally  on  your 
computer;  it  does  not  back  up  shared  files 
stored  on  other  computers  in  your  network; 
Windows  Backup  backs  up  only  files  in  libraries 
on  your  local  computer. 

The  first  time  you  back  up  your  important  files, 
you  establish  a  backup  schedule.  After  you 


complete  your  first  backup,  Windows  Backup 
automatically  backs  up  your  important  files 
using  the  schedule.  If  your  computer  is  turned 
off  when  a  scheduled  backup  should  occur, 
Windows  Backup  skips  the  backup.  Make  sure 
your  computer  is  on  at  the  scheduled  time  or 
manually  start  a  backup. 


Back  Up  Your  Files  (continued) 


Note:  If  you  back  up  to  DVDs, 
Windows  Backup  prompts  you  to 
insert  a  blank  disc.  Windows 
formats  the  disc  and  the  backup 
begins.  Windows  Backup 
prompts  you  for  additional  discs 
as  needed. 

#  In  the  Backup  and  Restore 
window,  the  backup  progress 
appears  here. 

#  The  amount  of  available  space 
on  the  backup  media  appears 
here. 

#  Information  about  the  backup 
appears  here. 

®  Click  View  Details. 

A  window  appears,  showing 
the  progress  of  the  backup. 

#  The  percent  complete  appears 
in  the  window  title  bar. 

#  You  can  click  Stop  backup  if 
you  want  to  cancel  the  backup. 

Note:  Avoid  canceling  the  first 
backup  because  you  delete  the 
schedule. 
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*?'  Windows  Backup,..100%  complete 

Windows  Backup  has  completed  successfully 


Finished 


Open  the  Backup  and  Restore  Control  Panel  to  view  settings 


Close 
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When  Windows  7  finishes 
backing  up,  a  window  appears, 
indicating  that  the  backup 
completed  successfully. 

©  Click  Close. 


)  ▼  [a  ►  Computer  ►  LACIE  (E:)  ► 

Organize  ▼  m  Restore  Options  Include  in  library  ▼  Share  with 


Search  LACIE  IE:' 

E-mail  Burn  »  §~  ▼ 


S  AMD-740- 4SM 


M  Other  Stuff 
P  |  MeciiaID.bin 


jgj  Recent  Places 

O  Libraries 
(Hi  Documents 
^  Music 
jito]  Pictures 
|*1  Videos 

Homegroup 

4  Elaine  (AMD-740-5000) 


Computer 
«,  Local  Disk  (C:) 

LACK  (E;> 

}  ,  A  AMD-740-4600  Date  modified:  07/22/20101:25  PM 


W 


File  folder 


1  item  selected 


Date  modified 


Type 


07/22/20 10  1:25PM  File  folder 


07/22/2010  1:28  PM  File  folder 

07/22/2010  1:25  PM  BIN  File 


*  Computer 


You  can  use  Windows  Explorer 
to  view  your  backup  file. 

#  Windows  Backup  assigns  your 
computer's  name  to  your 
backup. 


Why  do  I  see  the  "Other  people  might  be  able 
to  access  your  backup  on  this  location  type" 
message  when  backing  up  to  DVDs  and 
external  hard  disks? 

The  message  reminds  you  to  keep  your  backups  in 
a  safe,  secure  location  offsite,  such  as  a  fireproof 
bank  vault.  That  way,  your  data  is  safe  even  if  your 
computer  is  burned  in  a  fire. 


How  do  1  manually 
create  a  backup? 
Complete  Steps  1  to  4 
and,  if  you  back  up  to 
an  external  drive, 
connect  it.  In  the  Backup 
and  Restore  window, 
click  Back  up  now. 


Restore 
a  Backup 


You  can  restore  files  from  a  backup  of 
important  files.  You  might  need  to  restore  a  file 
if  you  accidentally  delete  it  and  empty  the 
Recycle  Bin  before  you  realize  you  need  the 
file.  Or,  you  might  need  to  restore  a  file  if  you 
accidentally  overwrite  it  with  another  file  that 
has  the  same  name.  And,  of  course,  a  file  could 


become  corrupt;  if  you  backed  it  up  before  it 
became  corrupted,  you  can  restore  it. 

Keep  in  mind  that  you  can  restore  individual 
files  from  a  backup  of  important  files,  but  you 
cannot  restore  individual  files  from  a  system 
image. 


Restore  a  Backup  _ 

Note:  Be  sure  to  connect  an 
external  drive  or  insert  the  first 
DVD  of  a  backup. 

Q  In  the  Backup  and  Restore 
window,  click  Restore  my 
files 

Note:  See  the  section  “Back  Up 
Your  Files “  to  open  the  Backup 
and  Restore  window. 


The  Restore  Files  window 
appears. 

Q  Click  Browse  for  files. 

#  If  you  want  to  restore  an  entire 
folder,  click  Browse  for 
folders  instead. 
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BS 

K<  Users  ►  Elaine  Marmel  ►  Pictures  ►  Personal  ► 

▼  j  |  j  Search  Personal  p  j 

Organize  ▼ 

Sf  t  EQ  @ 

Microsoft®  Windows  Backup 
&  Backup  on  LACIE  (E:) 

Jt'  Elaine  Manuel's  backup 

till 


Camera 

04/12/20 10  3.43  PM 
Backup 

3  Kitties, JPG 

JPG  File 

03/11/2007  10:51PM 


Buddy  sleeping.jpg 

JPG  File 

05,  21.  2000  10:30  AM 
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Buddy.jpg 
JPG  File 

03/05/2000  6:52  AM 

Cato  &  the  Screen  Saver  JPG 

JPG  File 

08/28/2002  9:47  AM 

Cato  &  the  Shoes.jpg 


Filename:  Buddysleepmg.jpg 


▼  All  Files  (V) 
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The  Browse  the  Backup  for 
Files  dialog  box  appears. 

0  Open  the  folder  that  contains 
the  file  you  want  to  restore. 

Note:  You  can  click  a  folder  in 
the  left  pane  or  double-click  a 
folder  in  the  right  pane. 

0  Click  the  file  you  want  to 
restore. 

@  Click  Add  files. 


— 


Restore  Files 

Browse  or  search  your  backup  for  files  and  folders  to  restore 


All  files  will  be  restored  to  their  latest  version. 

Choose  a  different  date 


Search,.. 


Browse  for  folders 


Remove 


Remove  all 


Of 


Next 


Cancel 


The  Restore  Files  window 
reappears. 

#  The  file  you  selected  appears 
in  the  list. 

0  Repeat  Steps  2  to  5  to  select 
additional  files  to  restore. 

0  Click  Next. 


Can  I  select  more 
than  one  file  at  a 
time? 

Yes.  In  Step  4,  press 
and  hold  ESI  as  You 
click  each  file  you 
want  to  restore. 


What  can  I  restore  from  a  system  image  and  how? 

Windows  Backup  replaces  all  of  your  current  programs,  system 
settings,  drivers,  registry  settings,  and  files  with  the  contents  of  a 
system  image.  In  the  Backup  and  Restore  window,  click  Recover 
system  settings  or  your  computer.  In  the  Recover  window, 
click  Advanced  recovery  methods  and  then  click  Use  a  system 
image  you  created  earlier  to  recover  your  computer. 


continued 


Restore  a 

Backup  (continued) 


When  you  opt  to  restore  from  an  important 
backup,  you  can  restore  a  single  file  or  multiple 
files.  The  files  you  restore  do  not  need  to  reside 
in  the  same  folder  of  the  backup. 

You  also  can  choose,  when  restoring,  where 
Windows  Backup  should  place  the  restored 


file(s).  You  can  place  the  restored  files  in  their 
original  location  or  in  a  new  location.  And,  if 
you  opt  to  place  them  in  their  original  location 
and  files  with  their  names  exist  at  that  location, 
you  can  replace  the  originals  or  you  can  keep 
both  copies. 


Restore  a  Backup  (continued) 

The  Where  Do  You  Want  to 
Restore  Your  Files?  dialog  box 
appears. 

Q  Click  In  the  original  location 

(©  changes  to  • ). 

#  To  restore  to  a  different 
location,  you  can  click  In 
the  following  location 

(©  changes  to  • )  instead  and 
then  click  Browse  to  select  a 
location. 

o  Click  Restore. 

If  a  file  with  the  same  name 
appears  in  the  original 
location,  the  Copy  File  dialog 
box  appears. 

©  Click  Copy  and  Replace. 

#  Alternatively,  to  keep  the 
original  file,  click  Don't  copy. 

#  Or,  to  keep  both  files,  click 

Copy,  but  keep  both  files. 

0  If  you  want  Windows  Backup 
to  handle  all  conflicts  in  the 
same  way,  click  Do  this  for  all 
conflicts  (□  changes  to  Z). 


toprHe 

There  is  already  a  file  with  the  same  name  in  this  location. 

Click  the  Tile  you  want  to  keep 

k  )  Copy  and  Replace 

Replace  the  file  in  the  destination  folder  with  the  file  you  are  copying: 

Buddy  deepmggpg 

Backup  Device  (LACK  (E:)) 

See  394  KB 

Date  modified:  05/21/2000  10:30  AM 


.  4  Don’t  copy 

No  files  will  be  changed.  Leave  this  file  in  the  destination  folder 

Buddy  deepingjpg 

Buddy  sleeping  (C:\Users\Elaine  Marmel\Pictures\Personal) 

Size  39  A  KB 

Date  modified  05/21/2000 1030  AM 


4  Copy,  but  keep  both  files 

The  file  you  are  copying  will  be  renamed  'Buddy  sleeping  (2). jpg' 


[lo  thn  for  .11  conflicts 


Cancel 


Performing  Computer  Maintenance 


CHAPTER 

13 


Windows  Backup  restores  the 
selected  files. 

The  Your  Files  Have  Been 
Restored  window  appears. 

#  You  can  click  here  to  view  a 
list  of  restored  files. 

(j)  Click  Finish. 


o 

e 


e 

o 

e 


Repeat  Step  1  to  open  the  Restore  Files  window  and  click  Choose  a 
different  date. 


In  the  dialog  box  that  appears,  click 

the  Show  backups  from  □  to 

display  backups  from  the  timeframe 
you  need. 

Click  the  backup. 

Click  OK. 

Complete  the  rest  of  the  steps  in  this 
section,  beginning  with  Step  2. 
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Symbols  and  Numerics 

@  (at)  symbol,  in  e-mail  address,  222 
1-2-3,  Lotus,  144 

32-bit  operating  system,  21,  24,  32,  33 
64-bit  operating  system,  21,  24,  32,  33 
802.1 1  standards,  239 

A 

abbreviations,  in  e-mail  message,  225 
access  point.  See  also  router 

described,  238,  241 
security  for,  244,  245 
setting  up,  242 

accessories,  13,  1 6.  See  also  specific  devices 
account,  computer.  See  user  account 
account,  e-mail,  220 
Action  Center  window,  128-129 
Actions  Center  area  of  taskbar,  64 
adaptor.  See  card  (adaptor) 
address,  e-mail.  See  e-mail  address 
address,  Web  (URL),  199,  209 
address  bar 

in  Web  browser,  201 
in  Windows  Explorer,  103 
address  book,  e-mail,  223 
Adobe  Illustrator,  39 
Adobe  Photoshop  Elements,  39 
Adobe  Premier,  165 
ads,  pop-up,  212 
Aero  Flip  3D,  79 
Aero  Peek,  91 

AFAIK  (as  far  as  I  know),  225 
aggregator,  for  news  sites,  205 
All  Programs  button,  65,  66 
AllExperts  site,  207 
all-in-one  printer,  37 
Alt  key,  50 

Alta  Vista  search  engine,  202 
AMD  CPUs,  31 
AMD  processors,  23 
Ancestry  site,  207 

animation,  9,  148,  149,  191.  See  also  video 
antispyware  software,  121,  196,  212 
antivirus  software 

described,  39,  121,  196 
for  downloaded  programs,  137 
for  e-mail,  233 
antonyms,  finding,  143 
Application  key,  50 

application  sofuvare.  See  programs  (applications) 
appointments,  scheduling,  7 
arrow  keys,  5 1 

arrow  moving  on  desktop.  See  mouse  pointer 
arrows 

next  to  folders  in  Windows  Explorer,  1 00 
next  to  items  in  dialog  boxes,  72-73 
on  scrollbar,  67 

as  far  as  I  know  (AFAIK),  225 
Ask  search  enqine,  202 
at  (@)  symbol,  in  e-mail  address,  222 
Athlon  processors,  23,  31 


Atom  processors,  31 
attachment  to  e-mail  message 
described,  224,  227 
saving,  229 
sending,  229 

size  of,  guidelines  for,  227 
when  not  to  open,  232 
auctions,  online,  209 
audio  (sound).  See  also  CDs;  music 
bit  rate  for,  1 66 
editing,  167 

file  formats  for,  166-167 
licenses  for,  1 67 
quality  of,  adjusting,  169 
audio  (sound)  card,  39 
audio  (sound)  port,  1 5 
AVG  Anti-Virus,  121 
AVI  videos,  165 

B 

Back  button,  in  Web  browser,  201 

background  theme  for  Windows  desktop,  94 

backing  up  files,  260-263 

Backspace  key,  5 1 

bad  sectors,  on  hard  drive,  255 

balloons  ("notifications)  in  taskbar,  64,  92,  93 

bandwidth,  of  Internet  connection,  190 

binary  digits  (bits),  25 

Bing  search  engine,  202 

bit  depth  of  image,  162 

bit  rate,  for  audio,  166 

bitmap  (BMP)  images,  163 

bits  (binary  digits),  25 

BlackBerry.  See  smartphone 

blog  (Web  log),  205 

Bluetooth  technology,  239 

BMP  (bitmap)  images,  163 

bold  text,  141 

Bookmarks  Bar,  in  Web  browser,  201 
Britannica  site,  206 
broadcasting,  disabling,  245 
browser.  See  Web  browser 
BTW  (by  the  way),  225 
bulleted  list,  142 

burning  CDs  or  DVDs,  112-113,1 72-173 
bus,  23 

business  (.com)  Web  sites,  199 
buying  a  computer,  40-41 
buying  and  selling  online,  9,  208-209 
by  the  way  (BTW),  225 
bytes,  25 

C 

.ca  (Canada)  Web  sites,  199 
cable  Internet  connection,  192 
cable  modem.  See  modem 
cache,  23,  31 

calculations,  performing,  7.  See  also  spreadsheet 
camcorder,  1 58-1 59.  See  also  webcam 
camera,  18,  158-159.  See  also  webcam 
Canada  (.ca)  Web  sites,  199 


Caps  Lock  key,  50 
card  (adaptor) 

audio  (sound)  card,  39 
described,  16 

graphics  (video)  card,  32,  36 
network  interface  card  (NIC),  38,  192,  241 
case,  12,  14,  15 
cathode  ray  tube  (CRT),  36 
Cc  (courtesy  copy)  of  e-mail  message,  225 
CD  drive.  See  optical  drive 
CD-R  disc,  27 
CD-RW  disc,  27 

CDs.  See  also  audio  (sound);  music 
data  CDs,  burning,  1 12-1 1 3 
described,  19 
displaying  contents  of,  57 
inserting,  56,  57 
installing  programs  from,  1 34 
music  CDs 

burning,  1 72-1 73 
playing  from  optical  drive,  56 
playing  on  digital  audio  player,  161 
playing  with  Windows  Media  Player,  170-171 
ripping  to  computer,  168-169 
types  of,  27 

Celeron  processors,  23,  31 
cells,  in  spreadsheet,  144,  147 

central  processing  unit.  See  CPU  (central  processing  unit) 

chair,  desk,  44 

character  set,  1 40 

characters.  See  text 

charts,  in  spreadsheet,  147 

chat,  video,  160 

chat  room,  211,  214 

checking  grammar,  143,  155 

checking  spelling,  143,  155,  224 

children 

educating,  7,  21 5 

parental  controls  for,  121,  124-127,214-215 
chips,  22 

Chrome,  Google,  200,  217 

circuit  board.  See  card  (adaptor) 

clicking  and  dragging  the  mouse,  53 

clicking  the  mouse,  52 

Close  button,  66,  67 

clubs,  online,  21 1 

color 

quality  of,  for  images,  162 
of  taskbar,  setting  with  desktop  theme,  94 
of  title  bars,  setting  with  desktop  theme,  94 
column  size,  in  spreadsheet,  147 
columns,  in  spreadsheet,  144 
.com  (business)  Web  sites,  1 99 
combo  box,  73 

commerce,  online,  9,  208-209 
communication.  See  e-mail;  socializing 
compressing  images,  163 
compressing  videos,  165 
computer 

benefits  of  using,  5 
described,  4 


expandability  of,  41 
history  of,  4 

installation  by  dealer,  41 
minimum  requirements  for,  31,  32 
name  for,  49 
parts  of 

connecting,  46-47 
described,  12-15 
positioning,  45 

password  for.  See  password  for  computer 

peripherals  for,  1 3,  16 

price  of,  40-41 

restarting,  60 

skills  required  for,  5,  8 

software  for.  See  operating  system;  programs  (applications) 
speed  of.  See  performance 
turning  off,  61 
turning  on,  48 
types  of,  10-11,  30 
uses  of,  6-9 
where  to  buy,  40 
work  area  for,  setting  up,  44-45 
Computer,  in  Windows  Explorer,  102 
computer  chips,  22 

Context  Toolbar,  in  Windows  Explorer,  103 
cookies,  213 
Copy  and  Paste,  85 
copying  text,  85 
copyright  for  audio  files,  1 67 
Core  processors,  23,  31 
Corel  Paint  Shop  Photo  Pro,  39 
Corel  Presentations,  148 
Corel  Quattro  Pro,  144 
Corel  WordPerfect,  140 
cost  of  computer,  40-41 
courtesy  copy  (Cc)  of  e-mail  message,  225 
CPU  (central  processing  unit) 
described,  16,  22-23 
speed  of,  5,  23,  31 
types  of,  3 1 

Windows  7  requirements  for,  31,  32 
Creator,  Roxio,  165 
CRT  (cathode  ray  tube),  36 
Ctrl  key,  50 
Cut  and  Paste,  84 
CyberPatrol  program,  215 
CYBERsitter  program,  215 

D 

data  CDs  or  DVDs,  burning,  112-1 1 3 
data  input  devices,  1 8.  See  also  specific  devices 
data  output  devices,  19.  See  also  specific  devices 
data  storage.  See  also  files;  folders;  libraries  (of  computer  files) 
described,  7 

for  digital  audio  player,  161 
for  digital  camera  or  video  camera,  1 58 
permanent,  devices  for,  26-27,  35 
temporary.  See  memory 
database 

described,  1 50-151 
entering  data,  151 


Index 


database 


querying,  151 
RAM  requirements  for,  34 
reports  on  data,  1 5 1 
software  for,  39 

date  and  time  on  desktop,  64 

dating  sites,  210 

Defender,  Windows,  121 

defragmenting  hard  drive,  256-257 

Delete  key,  5 1 

design,  for  publication,  154 

desk  for  computer,  44 

desktop,  Windows.  See  Windows  desktop 

desktop  computer,  1 0,  30 

desktop-publishing  program,  154-155 

device  driver,  20 

dialog  box,  72-73,  94 

digital  audio.  See  audio  (sound) 

digital  audio  player,  161 

digital  camera,  18,  158-159.  See  also  webcam 

digital  images.  See  icons;  images 

Digital  Living  Network  Alliance  (DLNA)  site,  246 

digital  media  adapter,  246 

digital  media  player,  247.  See  also  Windows  Media  Player 
digital  pen  or  stylus,  55 
digital  sampling,  166 

digital  subscriber  line  (DSL)  Internet  connection,  192 
digital  subscriber  line  (DSL)  modem.  See  modem 
digital  video.  See  video 

digital  video  camera,  1 58-159.  See  also  webcam 
DIMM  (dual  inline  memory  module),  25 
discs,  19.  See  also  CDs;  DVDs 
Disk  Cleanup,  Windows,  253,  258-259 
disk  drives.  See  drives 
display.  See  monitor;  Windows  desktop 
DLNA  (Digital  Living  Network  Alliance)  site,  246 
document  scanner,  18,  152 
documents.  See  also  files;  publications;  text 
allowing  people  to  open  and  read,  75 
antonyms,  finding,  143 
bulleted  lists  in,  142 
creating  with  word  processor,  140-143 
editing,  82-85 

finding  and  replacing  text  in,  142 
font  size,  changing,  140 
grammar  checking,  143 
images  in,  142 
naming,  75 
numbered  lists  in,  142 
opening,  76-77 
pages,  formatting,  141 
paragraphs,  formatting,  141 
printing,  80-81 
quality  of,  5 
recently  used 

clearing  list  of,  120 
listing  in  Start  menu,  88 
saving,  74-75 
spell  checking,  143 
synonyms,  finding,  143 
text  effects,  applying,  141 


typeface  (font),  applying,  140 
types  of,  6,  75 
Documents  library,  98 
domain  name 

in  e-mail  address,  222 
in  Web  address,  1 99 
dots  per  inch  (dpi),  37 
double-clicking  the  mouse,  52,  53 
downloading 

operating  system  updates,  250-251 
programs,  135-137 
dpi  (dots  per  inch),  37 
dragging  the  mouse,  53 
drivers,  device,  20 

drives.  See  also  hard  disk  drive  (HDD);  optical  drive; 

USB  flash  drive 
types  of,  26-27 
viewing,  102 
drop-down  list  box,  73 

DSL  (digital  subscriber  line)  Internet  connection,  192 

DSL  (digital  subscriber  line)  modem.  See  modem 

dual  inline  memory  module  (DIMM),  25 

DVD  drive.  See  optical  drive 

DVD-R  disc,  27 

DVD-RW  disc,  27 

DVDs.  See  also  video 

backing  up  files  to,  262-263 
data  DVDs,  burning,  1 12-1 1  3 
described,  19 
displaying  contents  of,  57 
inserting,  56,  57 
installing  programs  from,  1 34 
playing,  56 
types  of,  27 

E 

Easy  Transfer  Utility,  Windows,  33 
eBay  site,  209 
e-commerce,  9,  208-209 
editing 

audio,  167 
documents,  82-85 
images,  152-153,  163 
video,  165 
education,  7,  21 5 
eHarmony  site,  210 
electrical  power.  See  power 
e-mail,  191,  220-221 
e-mail  account,  220 
e-mail  address 

address  book  for,  223 
alternate,  when  to  use,  231 
described,  222 
fake,  when  to  use,  231 
multiple,  for  each  ISP  account,  223 
nickname  for,  231 
searching  for,  223 
e-mail  message 

abbreviations  in,  225 
all  caps  in,  avoiding,  226 


attachments  to 

described,  224,  227 
saving,  229 
sending,  229 

size  of,  guidelines  for,  227 
when  to  not  open,  232 
Cc  (courtesy  copy)  of,  225 
checking  for  new  messages,  228 
clarity  in,  226 
emoticons  in,  225 
etiquette  for,  226-227 
flames  in,  avoiding,  227 
forwarding  to  someone  else,  229 
HTML  format  for,  233 
links  in,  not  clicking,  230 
plain  text  format  for,  233 
receiving,  228-229 
replying  to,  227,  229 
spam  in,  228,  230-231 
spell  checking,  224 
storing,  228 
subject  line  for,  226 
viruses  in,  228,  232-233 
writing,  224-227 
emoticons,  in  e-mail  message,  225 
Encarta  site,  206 
End  key,  51 
Enter  key,  50 

Entertainment  Software  Rating  Board  (ESRB),  175 

ePALS  site,  211 

Epinions  site,  208 

ergonomics,  45,  55 

errors.  See  troubleshooting 

Escape  key,  50 

Eset  NOD32  Antivirus,  39,  121 

ESRB  (Entertainment  Software  Rating  Board),  175 

Ethernet  (network)  port,  1 5 

etiquette  for  e-mail,  226-227 

events,  scheduling,  7 

Excel,  Microsoft,  144 

expandability  of  computer,  41 

expansion  slot,  1 5,  41 

experts  sites,  207 

Explorer,  Windows.  See  Windows  Explorer 
external  hard  drive,  19,  26 
external  hardware,  16.  See  also  specific  devices 
external  network  adapter,  wireless,  241 
e-zines,  204 

F 

Facebook  site,  210 

Favorites,  in  Windows  Explorer,  102 

Favorites  Bar,  in  Web  browser,  201 

Federal  Citizen  Information  Center  site,  208 

fields,  in  database,  1 50 

file  formats 

for  audio,  1 66-167 
for  images,  163 
for  video,  165 
file  system  errors,  255 


files.  See  also  documents 
backing  up,  260-263 
burning  to  disc,  1 12-1 1 3 
copying,  1 10 
deleting,  1  14,  258-259 
described,  98-99 
moving,  1 1 1 
naming,  75 

operating  system  managing,  20 
previewing  contents  of,  101 
renaming,  109 
restoring  after  deleting,  1 1 5 
restoring  from  backup,  264-267 
searching  for,  103,  116-117 
selecting,  104-105 
viewing,  100-103,  108 
finances,  monitoring,  6.  See  also  spreadsheet 
finding  and  replacing  text  in  a  document,  142 
Firefox,  Mozilla,  200,  217 
firewall 

hardware  for,  197 
software  for,  39,  196,  197 
testing,  197 

Windows  7,  39,  121,  196 
flames,  in  e-mail  message,  227 
flash  drive.  See  USB  flash  drive 
floppy  disk  drive,  27 
folders 

copying,  1 10 

creating,  74,  99,  106-107 
described,  98 
renaming,  109 
searching  for,  103 
subfolders  in,  99 
viewing,  100-103,  108 
folders  pane,  e-mail,  221 
font  (typeface),  140 
font  size,  140 

format  for  e-mail  messages,  233 
formatting 

cells  in  spreadsheet,  147 
documents,  141 
publications,  155 
slides  in  presentation,  149 
forms,  in  database,  1 50 
formula  bar,  in  spreadsheet,  145 
formulas,  in  spreadsheet,  145 
forums,  online,  21 1 
Forward  button,  in  Web  browser,  201 
frame  rate  of  video,  1 64 
Freelance  Graphics,  Lotus,  148 
friends,  communicating  with.  See  e-mail;  socializing 
FSB  (front  side  bus),  23 
Function  keys,  50 

functions,  in  spreadsheet,  145-146 

G 

game  controller,  1 3,  18 
gamepad,  174,  176 
Games  Explorer,  177 
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gaming,  126-127,  174-177 
gaming  console,  174,  176 
GB  (giqabyte),  25 
genealogy  sites,  207 
gigabyte  (GB),  25 
Google  Chrome.  200,  2 1 7 
Google  search  engine,  202 
.gov  (government)  Web  sites,  1 99 
government  sites,  207 
grammar  checking,  143,  155 
graphics.  See  icons;  images 
graphics  (video)  card,  32,  36 
groups  in  Ribbon,  68 

H 

handheld  device,  11,  240.  See  also  smartphone 
hard  disk  drive  (HDD) 

checking  for  errors  on,  254-255 
cleaning  up  (freeing  space  on),  258-259 
defragmenting,  256-257 
described,  26 
external,  19,  26 

free  space  on,  determining,  252-253 
image  of 

creating,  261 
restoring  files  from,  265 
performance  of,  35 
requirements  for,  35 
Windows  7  requirements  for,  32 
hardware,  16,  18,  19.  See  also  computer;  specific  devices 
hardware  firewall,  197 
HDD.  See  hard  disk  drive  (HDD) 
headphone  port,  1 4 
hidden  icons,  64 
highlighting  text  to  select,  83 
history 

of  documents  and  programs,  clearing,  120 
of  Web  browsing,  clearing,  216-217 
Home  key,  51 

Home  Premium  edition,  Windows  7,  32 
Homegroup,  in  Windows  Explorer,  102 
hotspots,  wireless,  238 
HTML  format,  for  e-mail,  233 
"http"  Web  address  prefix,  209 
"https"  Web  address  prefix,  209 

I 

icons 

at  bottom  of  desktop.  See  Actions  Center  area  of  taskbar;  Start 
button;  taskbar 
on  desktop.  See  shortcuts 
system  icons,  turning  on  or  off,  92-93 
at  top  of  program  windows.  See  Ribbon;  System  Menu 
button;  toolbar  (at  top  of  program  window) 
for  user  account,  65 
IEEE  802.1 1  standards,  239 
Illustrator,  Adobe,  39 
image  of  hard  drive 
creating,  261 
restoring  files  from,  265 


images 

color  quality  of,  162 
compressing,  163 
creating,  152 
editing,  152-153,  163 
file  formats  for,  163 
importing,  152 

inappropriate  for  children,  214 
inserting  in  document,  142 
inserting  in  publication,  155 
live,  from  webcam,  160 
manipulating  and  enhancing,  1 53 
RAM  requirements  for,  34 
resolution  of,  1 62 
software  for,  39 

transferring  from  digital  camera  to  computer,  1 59 

inbox,  e-mail,  221 
incoming  mail  server,  220 
inkjet  printer,  37 

input  devices,  18.  See  also  specific  devices 
installation  and  setup 
of  computer,  44-49 
of  Internet  connection,  192-195 
of  programs,  1 34-137 
instant  messaging,  191 
Intel  CPUs,  31 
Intel  processors,  23 

internal  hardware,  16.  See  also  specific  devices 
internal  network  adapter,  241 
Internet.  See  also  e-mail;  Web 

bandwidth  of  connection  to,  1 90 
buying  and  selling  using,  9,  208-209 
connecting  to 

hardware  for,  38 
procedure  for,  194-195 
requirements  for,  192-193 
types  of,  1 92 
wirelessly,  38,  238 
described,  190-191 

downloading  and  installing  programs,  1  35-1 37 
ISP  for,  190,  192 
research  using,  6,  206-207 
security  for,  1 96- 197,21 2-2 1  3 
socializing  using,  8,  210-21 1 
telephone  calls  using,  8 
Internet  access  indicator,  64 
Internet  Explorer,  Microsoft 

browsing  history,  clearing,  216 
described,  200 
protected  mode,  213 
Internet  Service  Provider  (ISP),  190,  192 
iPod,  synchronizing  with  computer,  186-187 
ISP  (Internet  Service  Provider),  190,  192 
italic  text,  141 
iTunes,  186-187 

J 

J.D.  Power  Consumer  Center  site,  208 

JiWire  site,  238 

joystick.  See  game  controller 


JPEG  images,  1 63 
junk  folder,  e-mail,  221 

K 

KB  (kilobyte),  25 
keyboard 

connecting,  46 
described,  12,  18 
using,  50-51 
wireless,  237,  239,  240 
keyboard  shortcuts 

in  dialog  boxes,  73 
for  selecting  text,  83 
keychain  drive.  See  USB  flash  drive 
keypals,  21 1 

KeyPals  Club  International  site,  21 1 
kilobyte  (KB),  25 

L 

LI  cache,  31 
L2  cache,  31 
L3  cache,  31 

landscape  orientation,  141 

laptop.  See  notebook 

laser  printer,  37,  47,  48 

LCD  (liquid  crystal  display),  36 

libraries  (of  computer  files),  98,  102,  107 

libraries  (online),  research  using,  206 

licenses  for  audio  files,  167 

Linkedln  site,  210 

links 

in  e-mail,  230 
on  Web  page,  199,  201 
liquid  crystal  display  (LCD),  36 
lists,  in  document,  142 
Live  Search  search  engine,  202 
location  of  computer,  44-45 
locking  computer,  1 30-1 3 1 .  See  also  security 
logon  password.  See  password  for  computer 
Lotus  1-2-3,  144 
Lotus  Freelance  Graphics,  148 
Lotus  Word  Pro,  1 40 
LPT  port,  15 

M 

magazines,  online,  204 
mainframe,  1 1 
malware,  39 
margins,  setting,  141 
Match.com  site,  210 
Maximize  button,  67 
MB  (megabyte),  25 
Mbps  (megabits  per  second),  239 
McAfee  Antivirus,  39 

media,  9.  See  also  animation;  audio  (sound);  CDs;  DVDs;  music; 
video 

meeting  people,  8,  210-21 1 
meetings,  scheduling,  7 
megabits  per  second  (Mbps),  239 
megabyte  (MB),  25 
megapixels,  158 


memory 

cache,  23,  31 

described,  24-25 

measurements  of,  25 

performance  affected  by,  24 

RAM  (random  access  memory),  24,  32,  34 

ROM  (read-only  memory),  24 

storage  of,  24-25 

transferring  data  to  and  from,  bus  for,  23 
video  memory,  36 
memory  card,  59,  1 58 
memory  card  reader,  27,  35 
memory  chips,  16,  24 
memory  module,  25 
menu  bar,  70 

message  preview,  e-mail,  221 
messages,  e-mail,  221 
microphone,  18 
microphone  port,  14 

microprocessor.  See  CPU  (central  processing  unit) 
Microsoft  Excel,  144 
Microsoft  Internet  Explorer 

browsing  history,  clearing,  216 
described,  200 
protected  mode,  2 1 3 
Microsoft  Office,  39 
Microsoft  Outlook,  185,  221 
Microsoft  PowerPoint,  148 
Microsoft  Security  Essentials,  121,  233 
Microsoft  Word,  140 
Microsoft  Works,  39 
Minimize  button,  67 
minitower,  10.  See  also  case 
modem 

connecting,  47,  193,  241,  242 
described,  13,  38,  190,  193 
monitor 

connecting,  46 
described,  12,  19,  36 
turning  on,  48 
wireless,  237,  240 
monitor  port,  1 5 
motherboard,  22 

Motion  Picture  Experts  Group  (MPEG)  videos,  165 
mouse 

connecting,  46 
described,  12,  18 
left-handed  use  of,  53 
types  of,  54-55 
using,  52-53,  55 
wireless,  237,  240 
mouse  pointer,  64 
Movie  Maker,  Windows,  165 
movies.  See  video 
moving  text,  84 
Mozilla  Firefox,  200,  217 
Mozilla  Thunderbird,  221 
MP3  audio  format,  166 
MP3  player.  See  digital  audio  player 
MPEG  (Motion  Picture  Experts  Group)  videos,  165 
Multiplayer  Online  Games  Directory,  175 
multitasking,  34,  78-79 
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museum  sites,  206 

music.  See  also  audio  (sound);  CDs 

burning  CDs  of,  172-173 
inappropriate  for  children,  214 
playing  from  CD,  56 
playing  on  digital  audio  player,  161 
playing  with  Windows  Media  Player,  170-171 
ripping  from  CD  to  computer,  168-169 
streaming  on  wireless  network,  246-247 
transferring  to  digital  audio  player,  161 
Music  library,  98 
MySpace  site,  2 1 0 

N 

name  for  computer,  49 

name  of  file,  75,  109 

navigation  buttons,  in  Web  browser,  201 

navigation  keys,  51 

Net  Nanny  program,  215 

netbook,  11,  30,  31,  182 

network 

hardware  for,  38 
port  for,  1 5 
server  for,  1 1 

type  of,  choosing  at  setup,  49 
wireless.  See  wireless  network 
worldwide.  See  Internet 
Network,  in  Windows  Explorer,  102 
network  interface  card  (NIC),  38,  192,  241 
news  sites,  204-205 
newsgroups,  nicknames  for,  231 
NIC  (network  interface  card),  38,  192,  241 
nickname  for  e-mail  address,  231 
NOD32  AntiVirus,  Eset,  121 
nonprofit  organization  (.org)  Web  sites,  199 
Norton  AntiVirus,  39 
notebook,  10,  30,  182 
notifications  (balloons)  in  taskbar,  64,  92,  93 
Num  Lock  key,  51 
numbered  list,  142 
numeric  keypad,  51 

0 

Office,  Microsoft,  39 
office  suite,  39 
online  auctions,  209 
online  gaming,  175 
Open  Office  Calc,  1 44 
Open  Office  Impress,  148 
Open  Office  Writer,  140 
OpenOffice  suite,  39 
operating  system 

32-bit  compared  to  64-bit,  21,  24,  32,  33 
computer  requirements  for,  31,  32 
for  portable  computers,  183 
setup  for,  49 
updating,  250-251 
optical  drive,  14,  26-27,  35,  56-57 
.org  (nonprofit  organization)  Web  sites,  199 
orientation  of  page,  141 
outbox,  e-mail,  221 


outgoing  mail  server,  220 

Outlook,  Microsoft,  185,  221 

output  devices,  19.  See  also  specific  devices 

P 

page  orientation,  141 
pages,  Web,  198,  199 
pages  in  document,  formatting,  141 
pages  per  minute  (ppm),  37 
Paint  Shop  Photo  Pro,  Corel,  39 
Palm  Pilot.  See  handheld  device 
paragraphs,  formatting,  141 
parental  controls,  121,  124-127,214-215 
passkey,  for  WPA-secured  wireless  network,  245 
password  for  access  point,  245 
password  for  computer 
described,  120 

requiring  to  exit  screen  saver,  95 
requiring  to  unlock  computer,  1 30-131 
saving,  security  concerns  with,  212 
setting  or  changing,  122-123 
setting  the  first  time  computer  starts,  49 
strong,  criteria  for,  123 
pasting  text.  See  copying  text;  moving  text 
PayPal  service,  209 
PC.  See  computer 
PC  Tools  Privacy  Guardian,  120 
PDA  (personal  digital  assistant).  See  handheld  device 
pen  pals,  online,  21 1 
Pentium  processors,  23,  31 
people.  See  socializing 
performance 

of  CPU,  5,  23,  31 
of  hard  drive,  35 
memory  affecting,  24 
of  printer,  37 
of  wireless  network,  239 
peripherals,  13,  16.  See  also  specific  devices 
personal  computer.  See  computer 
personal  digital  assistant  (PDA).  See  handheld  device 
Pgdn  key,  51 
Pgup  key,  51 

Phenom  processors,  23,  31 
photo  printer,  37 
photos.  See  icons;  images 
Photoshop  Elements,  Adobe,  39 
picture  elements  (pixels),  162 
picture  for  user  account,  65 
pictures.  See  icons;  images 
Pictures  library,  98 

pinning  shortcuts  to  Start  menu  or  taskbar,  64,  65,  86-87 

pixels  (picture  elements),  162 

plain  text  format,  for  e-mail,  233 

PlayStation  3  Network,  175 

pointer,  64 

pointing  stick,  55 

points,  tor  font  size,  1 40 

pop-up  ads,  212 

portable  computers,  180-181.  See  also  digital  audio  player; 

netbook;  notebook;  reading  device;  smartphone 
portrait  orientation,  141 


power 

surges  in,  protection  from,  1 3 
temporary,  for  electricity  failures,  1 3,  46,  48 
power  cords,  connecting,  47 
power  switch,  14 
PowerPoint,  Microsoft,  148 
ppm  (pages  per  minute),  37 
Premier,  Adobe,  165 
presentation  program,  39,  148-149 
Presentations,  Corel,  148 
price  of  computer,  40-41 
print  server,  wireless,  240 
printer 

choosing  when  printing  documents,  81 
connecting,  47 
described,  13,  19,  37 
LPT  port  for,  1 5 
resolution  of,  37 
speed  of,  37 
turning  on,  48 
types  of,  37 
wireless,  237,  240 
printing  documents,  80-81 
privacy.  See  also  security 

browsing  history,  clearing,  216-217 
usage  history,  clearing,  120 
Privacy  Guardian,  PC  Tools,  120 
problems.  See  troubleshooting 
processor.  See  CPU  (central  processing  unit) 
product  key,  for  program,  1 35 
product  reviews,  208 
productivity  suite,  39 
Professional  edition,  Windows  7,  32 
programs  (applications) 
closing,  66 
described,  17 

frequently  used,  listing  in  Start  menu,  65 
icons  for.  See  shortcuts 
installing,  134-137 
multiple,  switching  between,  78-79 
new,  highlighted  in  Start  menu,  89 
operating  system  managing,  21 
product  key  for,  1 35 
productivity  suite,  39 
recently  used,  88,  120 
restrictions  for,  125 
serial  number  for,  1 35 
starting,  66 
uninstalling,  1  38-1 39 
window  for,  parts  of,  67 
protected  mode,  Internet  Explorer,  213 
publications,  1 54-1 55.  See  also  documents 

Q 

Quattro  Pro,  Corel,  144 
querying  database,  1  50 
Quick  Access  Toolbar,  69 

R 

radio  signals,  237,  244 

radio  transceiver,  237 

RAM  (random  access  memory),  24,  32,  34 


ratings  for  games,  1 75 

reading  device,  183 

read-only  memory  (ROM),  24 

Real  Simple  Syndication  (RSS)  reader,  205 

records,  in  database,  1 50 

Recycle  Bin,  99,  1 14-1 1 5 

repetitive  stress  injuries  (RSI),  44-45,  55 

replacing  text  in  a  document,  142 

reports,  in  database,  1 50 

research,  online,  6,  206-207 

resolution 

of  images,  162 
of  printer,  37 
restarting  computer,  60 
Restore  button,  67 
restoring  files 

from  backup,  264-267 
from  Recycle  Bin,  1 1 5 
reviews  of  products,  208 
rewriteable  media,  27 
Ribbon,  67,  68-69 
right-clicking  the  mouse,  53,  55 
ripping  CDs,  168-169 
ROM  (read-only  memory),  24 
router 

connecting,  47,  242 
described,  38,  193,  238,  241 
firewall  in,  193,  197 
password  for,  245 
range  of,  239 
security  settings  for,  244 
row  size,  in  spreadsheet,  147 
rows,  in  spreadsheet,  144 
Roxio  Creator,  165 

RSI  (repetitive  stress  injuries),  44-45,  55 
RSS  (Real  Simple  Syndication)  reader,  205 

S 

satellite  Internet  connection,  192 
scanner,  18,  152 
scheduling,  7 

screen.  See  monitor;  Windows  desktop 
screen  saver,  94-95 
scrollbar,  67 
search  box 

in  Web  browser,  201,  202 
in  Windows  Explorer,  103 
search  engine,  202 
searching 

for  e-mail  addresses,  223 
for  files,  103,  1 16-1 17 
for  people,  207 
for  text  in  a  document,  142 
the  Web,  202-203 
security.  See  also  privacy 

for  buying  and  selling  online,  209 

confirming  potentially  harmful  actions,  120 

firewall  for.  See  firewall 

for  home  or  office,  webcam  for,  160 

locking  computer  while  away,  1 30-131 

online,  196-197,  212-213 

parental  controls,  121,  124-127,  214-215 
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security.  See  also  privacy 

password  for.  See  password  for  computer 
spyware  protection,  121,  196,  212 
status  of,  128-129 
virus  protection,  39,  121,  196 
of  wireless  networks,  236,  244-245 
Security  Essentials,  Microsoft,  121,  233 
selecting  files  and  folders,  104-105 
selecting  text,  83 
selling  online,  9,  208-209 
Sempron  processors,  23,  31 
sent  folder,  e-mail,  221 
serial  number,  for  program,  135 
server 

mail.  220 
network,  1 1 
print,  240 
Web,  198 
Shift  key,  50 
shopping,  9,  208-209 
shopping  cart,  208 
shortcut  keys.  See  keyboard  shortcuts 
shortcuts,  pinning  to  Start  menu  or  taskbar,  64,  65,  86-87 
Show  Desktop  button,  64 
shutting  down  computer,  61 
SIMM  (single  inline  memory  module),  25 
sites,  Web.  See  Web  sites 
size  of  video,  164 
skills,  computer,  5,  8 
slide  show,  in  presentation,  148,  149 
slides,  in  presentation,  148 
smartphone 

described,  182 

synchronizing  with  computer,  184-185 
uses  of,  11,  30 
wireless  capabilities,  240 
smileys,  in  e-mail  message,  225 
socializing.  See  also  e-mail 
chat  rooms,  2 1 1 ,  2 1 4 
described,  8,  210-211 
instant  messaging,  191 
searching  for  people,  207 
video  chat,  1 60 
software 

application  software.  See  programs  (applications) 
system  software.  See  operating  system 
sound.  See  audio  (sound) 
sound  card,  39 
sound  port,  1 5 
Spacebar,  50 
spam,  22 8.  230-231 
spam  filter,  230 
speaker  volume  indicator,  64 
speakers 

connecting,  47 
described,  13,  19,  39 
turning  on,  48 
speed.  See  performance 
spell  checking 

documents,  143 
e-mail  messages,  224 
publications,  155 


spin  boxes,  72 
spreadsheet 

cells,  144,  147 
charts,  creating,  147 
column  size,  changing,  147 
columns,  144 
data,  entering,  145,  146 
described,  39,  144 
formulas,  145 
functions,  145-146 
ranges,  144 
rows,  144,  147 
tables  in,  146 
spyware,  121,  196,  212 
Start  button,  64,  65,  66 
Start  menu 

customizing,  88-89 
described,  65 

frequently  used  programs  in,  65 
new  programs  highlighted  in,  89 
pinning  shortcuts  to,  65,  86-87 
recent  programs  or  documents  in,  88,  120 
Starter  edition,  Windows  7,  32 
startup,  operating  system  performing,  20 
status  bar 

in  program  window,  67 
in  Web  browser,  201 
stores,  virtual,  209 
storing  data.  See  data  storage 
streaming  media  on  wireless  network,  246-247 
strikethrough  text,  141 
subfolders,  99 

subject  line,  for  e-mail  message,  226 
surge  protector,  1 3 

synchronizing  portable  devices  with  computer,  183,  184-187 
syndication,  for  news  sites,  205 
synonyms,  finding,  143 
system  icons,  turning  on  or  off,  92-93 
system  image 
creating,  261 
restoring  files  from,  265 
System  Menu  button,  67 
system  software.  See  operating  system 
system  unit,  12,  14,  15 

T 

tables 

in  database,  1 50 
in  spreadsheet,  146 

tabs 

in  Ribbon,  68 
in  Web  browser,  201 
tape  drive,  27 
taskbar 

color  of,  setting  with  desktop  theme,  94 

customizing,  90-93 

described,  64 

grouping  icons  in,  93 

hidden  icons  on,  displaying,  64 

hiding,  91 

location  of,  changing,  92 
notifications  (balloons)  on,  64,  92,  93 


pinning  shortcuts  to,  64,  86-87 
resizing,  90,  91 
size  of  icons  on,  changing,  91 
switching  between  programs  using,  78 
system  icons  on,  turning  on  or  off,  92-93 
teaching,  7,  21 5 
telephone  calls,  VOIP  for,  8 
terabyte,  25 
terminal,  1 1 

text.  See  also  documents;  publications 
copying,  85 
deleting  characters,  82 
moving,  84 
selecting,  83 
text  box,  72 
text  effects,  141 
theme 

for  presentation,  149 
for  Windows  desktop,  94 
thumb  drive,  26,  58,  59 
Thunderbird,  Mozilla,  221 
TIFF  images,  1 63 
time,  scheduling,  7 
time  and  date  on  desktop,  64 
time  limits,  125 
title  bar,  67,  94 

toolbar  (at  bottom  of  desktop).  See  taskbar 

toolbar  (at  top  of  program  windows),  67,  70.  See  also  menu  bar; 

Quick  Access  Toolbar;  Ribbon;  title  bar 
toolbar  (at  top  of  Windows  Explorer).  See  Context  Toolbar 
touch  pad,  54 
tower,  10.  See  also  case 
trackball,  54 
transceiver,  237 
transistors,  22 

transitions,  in  presentation,  149 
trash.  See  Recycle  Bin 
trash  folder,  e-mail,  221 
troubleshooting 

double-clicks  not  recognized,  53 
file  system  errors,  255 
hard  drive  errors,  checking  for,  254-255 
invalid  e-mail  address,  223 
power-up  problems,  49 
restarting  computer,  60 
typing  incorrect  letter  for  tab  on  Ribbon,  69 
Twitter  site,  210 
two-button  mouse,  54 
typeface  (font),  1 40 

U 

.uk  (United  Kingdom)  Web  sites,  199 
Ultimate  edition,  Windows  7,  33 
underlined  text,  141 

Uniform  Resource  Locator  (URL),  199,  209 
uninstalling  programs,  138-139 
uninterruptible  power  supply  (UPS),  13,  46,  48 
United  Kingdom  (.uk)  Web  sites,  199 

Universal  Serial  Bus  (USB)  port.  See  USB  (Universal  Serial  Bus)  port 

unnumbered  list,  142 

Upgrade  Advisor,  Windows  7,  33 

UPS  (uninterruptible  power  supply),  1 3,  46,  48 


URL  (Uniform  Resource  Locator),  199,  209 
usage  history,  clearing,  120 
USB  (Universal  Serial  Bus)  port 
described,  14,  15 

which  to  use  for  keyboard  and  mouse,  46 
which  to  use  for  USB  flash  drive,  59 
USB  flash  drive,  26,  58,  59 
USB  NIC  (network  interface  card),  241 
user  account 

password  for.  See  password  for  computer 
picture  for,  65 
setting  up,  49 
User  Account  Control,  120 
username,  in  e-mail  address,  222 

V 

video.  See  also  DVDs 
compressing,  165 
editing,  165 
file  formats  for,  165 
frame  rate  of,  1 64 
inappropriate  for  children,  214 
live,  from  webcam,  160 
playing  from  DVD,  56 
playing  with  Windows  Media  Player,  170 
size  of,  1 64 

streaming  on  wireless  network,  246-247 
transferring  from  video  camera  to  comput 
video  (graphics)  card,  32,  36 
video  camera.  See  digital  video  camera 
video  chat,  160 
video  games,  175 
Videos  library,  98 
viewable  image  size  (v.i.s.),  37 
virtual  stores,  209 
virus 

in  downloaded  programs,  1 37 
in  e-mail,  228,  232-233 
protection  from,  39,  121,  196 
v.i.s.  (viewable  image  size),  37 
VOIP  (voice  over  Internet  protocol),  8 
volume  indicator,  64 
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WAV  audio  files,  1 67 
Web 

buying  and  selling  on,  9,  208-209 
described,  191,  198-199 
parental  controls  for,  214-215 
privacy  on,  216-217 
research  using,  206-207 
searching,  202-203 
security  on,  196-197,212-213 
socializing  using,  8,  210-21 1 
Web  address  (URL),  199,  209 
Web  bots,  202 
Web  browser 

described,  199-201 
history  of,  clearing,  216-217 
Web  crawlers,  202 
Web  log  (blog),  205 
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Web  pages.  1 98.  1 99 
Web  server,  1 98 
Web  sites 

described,  198-199 
types  of,  204-207 
webcam,  18,  160,  240 
wheel  mouse,  54 
Wi-Fi  FreeSpot  site,  238 
Wi-Fi  Protected  Access  (WPA),  245 
Wi-Fi  technology,  239 
Windows  7 

32-bit  compared  to  64-bit,  21,  24 
computer  requirements  for,  31,  32 
editions  of,  32 
updating,  250-251 
upgrading  to,  33 

Windows  7  firewall,  7,  39,  121,  196 
Windows  Defender,  121 
Windows  desktop 

background  theme  for,  selecting,  94 
described,  64 

screen  saver  for,  selecting,  94,  95 
showing,  64,  91 

Windows  Disk  Cleanup,  253,  258-259 
Windows  Explorer 

burning  files  to  disc,  112-113 
copying  files  and  folders,  1 10 
creating  folders  and  libraries,  106-107 
customizing  layout  of,  108 
deleting  files,  1 14 
moving  files,  1 1 1 
renaming  files  and  folders.  109 
searching  for  files,  1 1 7 
selecting  files  and  folders,  104-105 
viewing  files  and  folders,  100-103 
windows  for  programs 
closing,  67 

maximizing  to  full  screen  size,  67 
minimizing  to  taskbar,  67 
other  windows  appearing  within.  See  dialog  box 
parts  of,  67 

restoring  to  partial  screen  size,  67 
scrolling,  67 
status  of,  67 

switching  between  multiple  open  programs,  78-79 
Windows  key,  on  keyboard,  50 
Windows  Live  Essentials,  39 
Windows  Live  Mail,  221 
Windows  Live  Photo  Gallery,  39 
Windows  Media  Audio  (WMA),  167 
Windows  Media  Center,  247 
•  Windows  Media  Player 

burning  music  CDs,  172-173 
playing  music,  170-171 
ripping  CDs,  168-169 
streaming  media  using,  247 
Windows  Media  Video  (WMV),  165 
Windows  Movie  Maker,  1 65 
wireless  devices 

advantages  and  disadvantages  of,  236 
handheld  device,  1 1 ,  240 


keyboard,  237,  239,  240 
monitor,  237,  240 
mouse,  237,  240 
print  server,  240 
printer,  237,  240 
radio  signals  used  by,  237 
radio  transceiver  used  by,  237 
ranges  of,  239 
technologies  for,  239 
webcam,  240 

wireless  Internet  connection 

connecting  to,  242 
described,  38,  238 
hotspots  for,  238 
speed  of,  239 
wireless  network 

access  point  for.  See  router 

advantages  and  disadvantages  of,  236 

connecting  to,  242-243 

described,  38,  238 

disconnecting  from,  243 

list  of  available  networks,  viewing,  243 

network  adapter  for,  241 

radio  signals  used  by,  244 

range  of,  239 

security  for,  236,  244-245 

signal  strength,  viewing,  243 

speed  of,  239 

streaming  media  using,  246-247 
technologies  for,  239 
wardriving,  244 
with  respect  to  (WRT),  225 
WMA  (Windows  Media  Audio),  167 
WMV  (Windows  Media  Video),  165 
Word,  Microsoft,  140 
Word  Pro,  Lotus,  140 
word  processor,  39,  140-143 
WordPad,  140 
WordPerfect,  Corel,  140 
WordPerfect  Office,  39 
work  area,  setting  up,  44-45 
Works,  Microsoft,  39 
World  Wide  Web.  See  Web 
WPA  (Wi-Fi  Protected  Access),  245 
write-once  media,  27 
WRT  (with  respect  to),  225 

X 

"x"  (Close)  button,  66,  67 
Xbox  Live,  175 

Y 

Yahoo!  Answers  site,  207 
Yahoo!  Games,  175 
Yahoo!  search  engine,  202 
Yahoo!  Small  Business,  209 
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Zip  drive,  27 
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Are  you  new  to  computers?  Does  new  technology 
make  you  nervous?  Relax!  You're  holding  in  your 
hands  the  easiest  guide  ever  to  PCs —  a  book  that 
skips  the  long-winded  explanations  and  shows  you 
how  things  work.  All  you  have  to  do  is  open  the  book 
and  discover  just  how  easy  it  is  to  get  up  to  speed. 
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•  Learn  about  PC  hardware  and  software 

•  Buy  a  computer  with  the  options  you  need 

•  Use  Windows®  7  and  manage  files  and  folders 

•  Secure  your  PC  and  use  parental  controls 

•  Explore  the  Internet  and  use  e-mail 

•  Work  with  music  files,  video,  photos,  and  games 
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